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1 Overview
1.1 Introduction
The Federal TRIO Programs, within the Office of Postsecondary Education (OPE) at the United

States Department of Education (ED), has designed the Student Support Services Online Web
Tool so that grantees can prepare and submit the Annual Performance Report (APR) data.

1.2 Accessing the Site

The APR site is available at the following URL: https://trio.ed.gov/sss

An Internet browser is required to access, complete and submit the SSS APR. Netscape and
Internet Explorer (IE) are acceptable (and common) browsers that may be used to access the
SSS APR Web site.

The Home page (“Index” page) for the SSS APR Web site is shown below.

e —
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SSS Online
Program Year 2014-2015

Federal TRIO Programs
2 |mportant Dates

Regi H
i b » Each 885 grantee must complete and submit this repart by

December 4, 2015.

Bopis

ter Here

» Reminders:

# ThisWeh site contains links to the forms and instructions needed to
prepare and submitthe 2014-14 3585 Annual Performance Report. Befare
accessing the Weh site, you should download, an electranic copy of the
repart using the link"2014-15 555 AFR" ahave.

Login to access your APR: [_”1

User ID:

Password: # We strongly advise grantees to register on the site immediately so the
infarmation is availakble when you are ready to begin your APR submission

and to avoid delays during the lastweek of submission.
Lagin

ASSWOT

» |norderto protectthe secority of the annual perfarmance report data, all
grantees must reqister for a userid and password each year. To register,
click an the "Register Here Each Year™ link, As part of initial registration,
wou must select and answer two security guestions. By answering the two
guestions, you will he able to reset your passward using the Forgot
Password link. In mostinstances, you will not have to call the Help Desk ta
reset your password, however, in the eventyou are not ahle to reset your
password using the Forgat Password feature, you may contact the Help
Desk for further assistance.

OMB Approval Mo.: 1840-0525
Expiration Date; 813172017

Begin Completing your Annual Performance Report (APR):

« To begin completing your AFR, click anthe link
to register.

+ I[MPORTANT:
o Fouryear institutions: ¥ou must retain student recards for a period
of sixyears fram the time the student was first served.

o Two-vear institutions: You must retain student records for a period
of four years from the time the student was first served.

1.3 Features of the Site

There are several features of the site. They are summarized below.

1.3.1 Standard Objectives Report

The information in this report was retrieved from the approved “Student Support Services
Program Profile” of the application package as provided by the project; Grantees will be able
to view the report when this tab is clicked.
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1.3.2 Individual Participant Data (Section Il of the APR)

The record structure for the participant list (Section II) contains 37 fields. The participant data
file must include all 37 fields in the same order as listed in Section II.

You must submit the participant list in either Excel or CSV format. Column names in the file
must match the "Database Column Names" provided in a downloadable document, accessible
through the Section II - Individual Record Structure hyperlink on the main Section II page of

the APR. The names and order of the columns must match the record structure outlined in the
Individual Record Structure document. The system will identify and inform you of any errors
in your record structure.

The Web application provides four options for starting the data submission process for Section
IL:

e Download an Excel file of the 2013-14 SSS APR data; update the file and then upload
directly to the Web form.

e Upload an Excel/CSV file directly to the Web form. Please make sure that the file
uploaded accurately reflects the correct new field order and field names are spelled
correctly.

e Transfer last year’s data to the web data entry form and update and add records online.

e Enter participant data directly into the Web form.

If you are unable to prepare an Excel (or CSV) file using your existing database, you have the
option of transferring last year’s data directly into the Web form or entering student data
directly into the Web form.

For security purposes, the participants’ social security numbers (SSNs) have been removed
from the Excel files with last year’s submitted data, which are available to download from the
site. You must enter each participant’s social security number before uploading the updated
file.

After successfully uploading, transferring, or entering participant data, the Table View screen
displays. It is sorted by Data Validation Error. You may click on the other column headings to
sort in a different order. The only column by which you may not sort is First Name.

1.3.3 Participant List and Data Error Report (Section Il of the APR)

Once the file is uploaded or the data are entered online, a participant report will be generated
that lists all of the participants on your data file. To view this report, you must be in Section I,
which is the window that displays the Table View. For each participant record with errors, the
report will display the specific data field(s) that require corrections.
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1.3.4 Review and Submit Process

The APR submission process includes a two-tiered system for evaluating the quality of the
participant data.

The first tier data checks include the following:

Cohort Comparison Report. The purpose of this report is to ensure that projects do
not increase their cohorts. This report compares participants in your 2014-15 APR data
file submission to that of the 2013-14 APR data by Cohort Year. For example, if in
2013-14 you indicated that 100 students were in your 2013-14 cohort, your 2014-15
APR submission should only contain 100 students for cohort year 2013-14. These
students should be the same students reported in both years.

In addition, the Cohort Comparison Report provides information on:

(1) the number of students for whom you provided project services in 2014-15 that fall
outside the cohorts listed in the report,

(2) new participants served in 2014-15, and

(3) new summer participants served in 2014-15.

Funded Rate and Eligibility Report. Provides information on the: (a) number and
percent of participants funded to serve and served and (b) number and percent of
participants served who were low-income and first-generation, students with disabilities
(including disabled students who were also low income), and if applicable, (¢) number
and percent of all disabled students who were also low-income. If your funded rate is
below 100%, you will be asked to review the data file to determine if you correctly
updated the participant status field and/or included records for all participants served in
2014-15. If you did not meet your funded number, you will be given an opportunity to
review the data and make the necessary changes to your data file. If you determine that
the data file is correct, you will be asked to provide an explanation for the low funded
rate.

Critical Fields report. This report provides the percentage of participant records with
“unknown/no response” for nine data fields that we have determined are critical for
analyzing project and program outcomes. Since “unknown/no response” responses do
not provide usable information for data analysis, we are asking you to review fields for
which 10% or more of the records have “unknown/no response” and either correct (or
update) the data or provide an explanation as to why the data are not available.

You will be required to correct data errors in the participant data file and pass the first tier data
checks prior to submitting the APR.
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After the initial submission of the APR, the second tier data checks compare the 2014-15
participant data with your 2013-14 data file. If you did not submit an acceptable participant
data file in 2013-14, you are excluded from these data quality checks.

The second tier data checks include the following:

e Match to Prior report. Compares the participants on the 2014-15 APR with the 2013-14
data to ensure that you have included the required participants on the 2014-15 file. For 4-
year institutions this includes all participants in the 2014-15 APR data file with cohorts
between 2009-10 and 2014-15 (new summer participants in 2013-14 only). For 2-year
institutions, this includes all participants in the 2014-15 data file with cohorts between
2011-12 and 2014-15 (new summer participants in 2013-14 only). Those participants for
whom you are required to provide information and who are not included in the 2014-15
will be displayed on the screen. You must add all the student records on this report to the
2014-15 file and update the data fields for these participants.

e Student Cohort Year report. This report compares the data provided in field #21
(Student Cohort Year) of both your 2014-15 and 2013-14 APR data your project
submitted. Those participants on the 2014-15 data file whose student cohort year (field
#21) is different from the 2013-14 data are displayed on the screen. Please note that
once the cohort year has been established you are not allowed to change it.

2014-15 Prior Experience (PE) Points report. After you successfully submit your APR, the
system will generate a report that shows the Prior Experience (PE) points earned for the 2014-
15 reporting (assessment year). Your PE points are calculated using the student-level data you
submit via the online system for reporting period 2014-15 and are based on your project’s
approved objectives. The Department will not accept any changes to the project’s 2014-15 data
once you have completed the submissions of your 2014-15 APR.

The APR will not be accepted until the participant data file passes both the Tier 1 and Tier 2
edits.

2 Registration for First Time Users

Grantees are required to register on the site before receiving their userid and password. An
overview of the registration process follows. Note: Even if you registered last year, you must
register again in order to access the 2014-2015 APR Website.

Registration Online. In order to receive a userid and temporary password, grantees must
register online via the Register Here Each Year link provided on the index page of the APR
Website. To register, grantees must provide the first and last name of the director, along with
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the e-mail address and the PR number and choose the security questions and answers which will
be used in the ‘Forgot Password’ feature of the web site.

Verification Process. If the director’s last name and e-mail address match what ED has on file,
a user name and temporary password will be e-mailed to the director’s e-mail address. Upon
receipt of the e-mail containing the userid and temporary password, grantees can return to the
APR site and login.

If the project information does not match what ED has on file, a request for verification will
be sent to the program specialist and the help desk. Please note that even long running projects
may fail the registration process due to incorrect names and/or e-mail addresses on file (for
example, the director e-mail address has changed or is misspelled).

Upon receipt of the verification request, the program specialist must verify the identity of the
director and forward a response to the help desk within 72 hours.

Upon receiving verification from the program officer, Help Desk staff will update the
director’s information in the system and notify the grantee to return to the site to register for a
userid and temporary password.

To register, click on the Register Here Each Year link on the left-hand side of the index page of
the SSS APR Web site. The User Registration page is shown below. Enter all of the
requested information then click on the “Submit’ button.

e —
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J SSS Online

Federal TRIO Programs Contact Help Desk | SSS APR | SSS APR Weh Site Use

User Registration
To receive your userid and password:

Please complete the reguired information and submit the form below. Upon verfication, your lagin
information will be e-mailed to the Project Director at the e-mail address we have on file. Further
login instructions will be provided in the e-mail

If you do not have the project information or we are unable to verify it:
An e-mail will be sent to your Program Specialist for assistance in verifying your project

information. You should receive a response within 45 hours. Please wait 43 hours before
contacting the help desk about registration verification issues

PR Mumber®

Directar's E-mail
Address™

Directar's First Mame™
Director's Last Name™
Security Questions™
- Select one -~ v
Answer:
- Select ane - v

Angwer:

[ Submit H Reset ” Cancel ]

*Required fields.

Contact Help Desk | S55 APR | S55 APR Weh Site Use

2.1 Successful Registration

If the director’s information passes the validation process, the following screen displays,
notifying you that the userid and temporary password have been sent to the director:
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SSS Online
Program Year 2014-2015

Federal TRIO Programs
. * Important Dates

Register Her
egister Here s Each S55 grantee must complete and submit this report by:
December 4, 2015.
2 Reminders:
Login to access your APR: (2} & This Web site contains links to the forms and instructions neededto

prepare and submitthe 2014-15 555 Annual Performance Report. Before
actcessing the Web site, yvou should download, an electronic copy ofthe

Your user id and passward have reportusing the link"2014-15 555 APR" ahove.

heen e-mailed to the program
director's e-mail accountwe have
on file.

& e strongly advise grantees to register on the site immediately so the
infarmation is available when you are ready to begin your APR submission
and to avoid delays during the last week of submizsion,

User ID:

» [norderto protect the security of the annual perfarmance report data, all
grantees must register for a userid and password each year. To register,
click onthe link. As part of initial registration,
you must select and answer two security questions. By answering the two
guestions, you will he able to rezetyour password using the Forgot
Pasgword link, In mostinstances, you will not have to call the Help Deskio
reset your password, however, in the eventyou are not able to reset your
passwiord using the Forgat Passward feature, vou may contact the Help
Desk for futther assistance.

Password:

OMB Approval Mo.: 1840-0525 . .
Expiration Date: 8/31/2017 Begin Completing your Annual Performance Report (APR):
» To begin completing your APR, click on the link
to register.

« [MPORTANT:
o Fouryear institutions: You must retain student records for a period
of six years from the tirme the student was first served.
o Two-year institutions: You must retain student records for a period
of four years from the time the student was first served.

e —
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2.2 Unsuccessful Registration

If the information you provided does not pass the validations, the following screen displays:

Directar's information provided does not match the recards in the system.
Registration Failed

The infarmation you entered on the project director does nat match the infarmation an file. The
information on file may not reflect recent changes in the project director and/or e-mail address. An
e-mail will be sent to your program specialist requesting verification of the information you
submitted.

Upan verification fram your program specialist, the Help Desk will contact you using the e-mail
address you provide below. Please allow 24 hours far verification and a response.

You may contact the for further assistance but keep in mind that we can nat
disclose usermname and passwords aver the phone or without further verification from your Program
Specialist.

If you are a new project director, you must contact your program specialist in addition to
submitting the form below.

Please enter the following contact information and then click on "Submit" button to process the
verification request with your Program Specialist.

OR
If you want to go back and try again, click the "Go back to registration farm" buttan.

Director's First Mame™
Director's Last Marme™

Are you a new directar?™  Oyes @ Mo
Do you have a new e-mail (O yes & Na
address ™

Pravide your current e-mail
address™

Director's Phone Mumber; - . 393.595.9959

ext.

[ Submit l [ (50 back to registration farm ]
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Federal TRIO Programs

Register Here

Register Here

Login to access your APR: [j

An e-mail requesting verification
ofthe registration information
provided faryour institution has
heen sentto the TRIO Help
Desk,

L_Iser ID:

Password:

C A Dacewnril?
Forgot Password?

OMB Approval No.: 1840-0525
Expiration Date: 83172017

SSS Online

Program Year 2014-2015

> [mportant Dates

Each 555 grantee must complete and submit this repart by,
December 4, 2015

> Reminders:

This Web site containg links to the forms and instructions neededto
prepare and submitthe 2014-15 535 Annual Performance Repor. Befare
accessing the Web site, you should download, an electronic copy of the
report uging the link "2014-15 555 APR" above,

We strangly advise grantees to register on the site immediately so the
information is available when you are ready to hegin your APR submission
and to avoid delays during the lastweek of submission.

In order to pratect the security of the annual pedformance report data, all
grantees must register for 4 userid and password each year. To register,
click on the "Register Here Each Year” link. As part of initial registration,
wal must select and answer fwo security guestions. By answering the tia
fuestions, you will be able to resetyour password using the Forgot
Password link, In mastinstances, you will nat have to call the Help Deskto
resetyour passwaord, hmweyver, in the eventyou are not ahle to resetyour
password using the Forgot Password feature, you may contactthe Help
Desk for further assistance,

Begin Completing your Annual Performance Report (APR):

To begin completing vour APR, click on the link
to register.

IMPORTANT:
o Fouryear institutions: Yoo must retain student records far a period
of sixyears frorm the tirme the student was first served.
o Two-year institutions: You must retain student records for a period
of faur years from the time the student was first served.

3 Logging in to the Site

3.1 First Time Login

After you receive the userid and temporary password, enter this information on the index page. You will

be taken to the First Time Login page, which displays below:

SSS APR Website User Guide
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@ SSS Online

Federal TRIO Programs Contact Help Desk | 55 APR | 555 APR Web Site U

First Time Login

You are required to change your passward the firsttime you log into the system. The passward must be
al least eight characters, and include combinations of the following,

atleastone English uppercase character (A-2)

atleastane English lowercase character (3-2)

atleastone number (0-5)

atleast one non-alphanumeric special character (e.o: | @ # §, &% %1+,

The email address provided below will be used o verifyvour identity in the "Forgot Password" feature of
the wehsite.

PRMO Mumber PO424100008
Temporary Password* 07ATEET

Mew Pagsword * sessssnene

Confirm Passwird® | ggeessssse

E-mail Address® test@cazenmvia.edu

First Mame*

testfirst
LastMame* tesﬂasﬂ
Submit | Reset Cancel
*Required fields.

Contact Help Desk | 555 APR | S55 APR Web Site L

Enter the temporary password provided to you, then enter a new password. Any new password
you enter must be at least eight characters, and include the special characters listed on the First
Time Login page. Enter the new password once again, along with the other requested
information, and click on the “Submit’ button. You will be redirected to the index page, where
you will enter the userid and the new password you selected. The screen will be displayed as
follows:

e —
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@ SSS Online

Federal TRIO Programs Contact Help Desk | SSS APR | SSS APR Web Site Use

Password was successfully changed

Warning

You are about to access a United States g t puter network intended for
authorized users only and should have no expectation of privacy in your use of this
network. Use of this network constitutes consent to monitoring, retrieval, and disclosure of

any information stored within the network for any purpose including criminal | i
The information system that you use may be monitored, recorded and subject to audit. Use
of this information system indicates consent to monitoring, recording and appropriate
privacy and security notices (hased on associated privacy and security policies or
summaries). Unauthorized use is prohibited and subject to criminal and civil penalties.

Contact Help Desk | $55 APR | S55 APR Web Site Use

If an incorrect userid and password combination are entered, you will be redirected to the index
page and an error message will be displayed.

3.2 PR Number Confirmation

If the userid and password are entered successfully, the PR Number Confirmation page
displays:

@ SSS Online

Federal TRIO Programs. Contact Help Desk | S55 APR | SSS APR Web Site Use

PR Number Confirmation
Flease verify the information displayed below.

If this is NOT your institution's information, click the Cancel button and enter the correct PR
Mumber.

If thig IS your institution's information, click the Continue button.

Institution/Campus PR NMumber: P042A101286

Mame of Institution/Carmpus: University of Nebraska/ Kearney
NE
Cantinus Cancal

Contact Help Desk | SS5 APR | 855 APR Weh Site Use

Verify that the PR number is correct. If it is not the correct PR number for your institution,
click the “Cancel” button to log out and return to the index page. If it is correct, click on the
“Continue’ button.

SSS APR Website User Guide 12 Computer Business Methods, Inc.
October 2015



3.3 Forgot Password

If you forget your password after you have logged in and changed your password from the
temporary one issued to you, you may click on the Forgot Password? hyperlink on the index
page. Projects may now reset their password without having to call the TRIO Helpdesk for
assistance. Upon registering, projects will be prompted to provide answers to two self-selected
security questions. These security questions will need to be answered if a project forgets their
password in order to have your password e-mailed to you. The following page displays:

@ SSS Online

Federal TRIO Programs Contact Help Desk | S55 APR | S5 APR Web Site Lk

Forgot Password

Mote: Ifthis is the first time you entered the 585 website far the current APR cyele and you do not know
your password, please ga to the page.

Ifyou have registered this year, please enter the following information. If all the information provided
matches with our records, your password will he reset and a new temporary password will be emailed
toyou shorly. [fvou need further agsistance in obtaining vour password, please contactthe TRIO Help
Desk by e-mail at orcall (703) 846-8248

PR Mumber:  |PO42A100005

E-mail Address™ |io stcazenavia. edu

First Mame* testf

Last Mame* test]

[ Submit H Reset H 5o to lagin screen

*Reguired fields
Contact Help Desk | S5S APR | SS5 APR Weh Site U

Once you enter the information in the above screen and click ‘Submit’, the following screen
appears. You have to enter the answers for the Security questions.

e —
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SSS Online

Federal TRIO Programs

Contact Help Desk | SSS APR | S5 APR Web Site U
Forgot Password

Mote: Ifthis is the firsttime yvou entered the 555 website for the current APR cycle and you do not know
¥our password, please gotathe page.

If you have registered this vear, please enter the following information. If all the information provided
matches with our records, vour passward will be reset and a new temparary password will be emailed
to you sholy. Ifyou need further assistance in obtaining your password, please contact the TRIC Help
Desk by e-mail at arcall {T03) B46-8248.

PR Mumber:  |P042A100005

E-mail Address™ |jpcy@cazenoia. edu
FirstMame*: testf
LastMame* test]

Security Questions*:

ANSwer:

ANSwer:

I Submit H Reset ][ Go to login screen

4 Navigating through the Site

Upon entering the site, the Section I — Project Identification, Certification and Warning and
Project Required Services page shown will be displayed:

Save and go to next section

Fields rmarked with an asterisk"*" are reqguired.

A. Project ldentification:

1. PRiqweard Mumber: P042A100005

2. Type of Institution: Private Non-profit 4-Year
3. Project Type: Regular

4. Reporting Period: 09/01/2014 - 08:/31/2015
9. GPAScale” 4 Point Scale v

B. Mame of Grantee Institution: Cazenovia College

7. Address: Campus: |33 Sullivan Street

Street” |35 Sullivan Street
City™ | Cazenavia

Stater” |y ¥ | Zip:*|13035

B. Project Director and Data Entry Person Information
8. Project Director Information {pre-populated):
8a. Marme of Project Director:

Firgt Marne:® Wl: Last Marne:®
test test
8h. Telephone Nurnber: * 315-655-7161 o BEEGeEEees el
&c. Fax Mumber: e.p. S0Ea0eases  ext
8d. Email Address:* test@cazenovia edu
 —  _______— ________________—_________________—_—_________—____—_____—_—_—__———__—__—__—___—_—__—___—____]
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9. Data Entry Person Information:
Ya. Mame of Data Entry Person:

First Name:* Ml LastMame: *
jill Jjohn
4h. Telephone Mumber: * 111-111-1111 T r—

9c. Email Address:* johnigicbmiweb. com

C. Project Characteristics
10a. Has a Summer Bridge Program®?* Oves @ Mo

10h. Ifyes infield #10a, number of summer hridge paricipants served:

10c. Used Federal grant funds to provide Grant Aid?* @) veg (@]
10d. Required to provide matching funds for Grant Aid?* @) ves (@]
10e. Ifyes in field #10d, please enterthe dollar armount far the reporting period: 1000 oo
10f. Received institutional or other non-federal funds?* Oves ® No
10g. Ifyes infield #10f, please enter the dollar amount for the reporting period: T o

Section |, Part 2—Project Required Services

Humber of participants Humber of participants

Reduired Senvices receiving service that was referred to another
provided by project senvice provider (J)

Acadernic Tutoring 100 100
Advice and assistance in postsecondary course selection 0 0
Educationfcounseling to improve financial and economic literacy 0
Infarmation in applying for Federal Student Aid ] ]
Assistance in completing and applying for Federal Student Aid 0 il
Assistance in applying for admission to Graduate School and 0 0

obtaining Federal student aid {not applicable to 2-year institutions)

Mote: The project director and certifiing official for the grantee institution/agency are required to sign and date Section | of
the 2014-15 Annual Performance Report (APR) to certify that the information reported and submitted electronically is readity
verifiable and is accurate and complete. After completing the APR online, you must print a hard copy of the completed report
and obtain the required signatures. After the report has been signed by both the director and certifying official, you must
submit your signed Section | only of the APR. and upload it directly to the APR site after submission. Please do not upload the
copy of the entire report. A hard copy of the entire report with the required signatures must be maintained in your project
files.

Please review the information in this section for accuracy and make needed changes before proceeding to the next section
of the report form.

I have verified the information in this section.

Sawve and go to next section Resat

To navigate between sections I, II, Standardized Objectives Report or the Review and Submit of
the APR, click on the individual tabs at the top of the screen titled accordingly. The section
name highlighted in light blue is the current Section. All other sections will have a dark blue
background.

The grantee’s PR/Award number and name are displayed on the upper left side of the screen.

On the upper right-hand side of the screen are five hyperlinks:
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= Contact Help Desk allows grantees to generate an e-mail message to the Help Desk
requesting assistance;

= The SSS APR link takes grantees to the Department of Education (ED) site’s Student
Support Services page where the APR instructions and participant record structure can
be found.

= The SSS APR Web Site User Guide allows the grantees to download a copy of the user
guide.

= The Log Out link logs the grantee off the application and returns to the index page.
These links are also provided at the bottom of the screen, as are the Section tabs.
Once you have completed a section, click on the “Save and go to the next section” button. All
sections have validation edits for certain fields that will prevent users from submitting their file

if a response is not provided.

The “Reset” button will erase any unsaved values entered.

5 Section II — Record Structure for Participants

The SSS Online Data Collection Tool assists grantees in submitting the required information on
current and prior participants served during the project year. To access Section II, click on the
Section II tab at the top of the screen to go to the main screen.

When Section II tab is clicked, the following screen displays as follows.

e —
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m Section Il Standardized Objectives Report Review & Submit

PRiAward Number: P0424100005
Name of Grantee: Cazenovia College

Each 555 grantee is reguired to submit annually detailed information on each participant served by the project during the project
year heing reported and provide updated information on prior year parlicipants. Beginning with the 2010-11 APR reporting period,
projects were reguired to include, on their APR data files, all of the participants thatwere served in the timeframe needed to calculate
prior experience (PE) points. Therefore,

+ Ad-year institutions must retain student records for a period of sixyears, which means that in addition to new participants
served in 2014-15, grantees must include all project paricipants whose student cohort year is between 2008-10 and 2013-
14

+ 2-year institutions grantees must retain student recards for a period of four vears, which means that in addition to new
padicipants served in 2014-14, grantees mustinclude all project participants whose student cohort year is hetween 2011-12
and 2013-14

You may also download the and the

document for complete details on the reporting requirements

Getting Started

To beginicontinue the participant data collection process, click on the "Getling Started” button.

m Section Il Standardized Objectives Report Review & Submit

Contact Help Desk | $SS APR | S55 APR Web Site User Guide

Grantees should have both the SSS APR instructions and the Record Structure document in
front of them before beginning this section. Both documents are available via the hyperlinks (in
blue) on the Section II page.

Beginning with the 2010-11 APR reporting period, projects were required to include, on their
APR data files, all of the participants that were served in the timeframe needed to calculate prior
experience (PE) points. Therefore,

e 4-year institutions must retain student records for a period six years, which means that
in addition to new participants served in 2014-15, grantees must include all project
participants whose student cohort year is between 2009-10 and 2013-14.

e 2-year institutions grantees must retain student records for a period of four years,
which means that in addition to new participants served in 2014-15, grantees must
include all project participants whose student cohort year is between 2011-12 and 2013-
14.

5.1 Getting Started with Section Il

e Click on the “Getting Started” button to begin or continue with the participant data
collection process.

The Section Il — Record Structure for Individual Participants Getting Started screen displays:
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Section Il - Record Structure for Individual Participants

Getting Started

The web-hased online data collection system containg four options for starting your data submission process:

an Excel file ofthe 2013-14 555 APR data file.
an ExcellCEv file directly to the Weh farm.
lastyear's data submission to the Web form and update and add records online.
directly into the Web farm.

Download Last Year's Data to an Excel File

You may ahbtain last vear's data in an Excel spreadsheet for editing on vour deskiop.

Once you have corpleted the participant data file you must save the file a5 an Excel spreadsheet or a comma delimited farmat with
"csy" extension, then upload the file using the "Upload an Excel File to the Web Data Entry Form® function.

By clicking on the "Download Data" button the system will aenerate the paricipants' data file from the 2013-14 APR data file and this
screen will he refreshed to show a link ta this data file.

We highly recammend that vou download lastyvear's file because you may need this file to ensure that all ofthe recards that need to
be onyour 2014-14 AFR data file are an the file.

Upload an Excel File to the Web Data Entry Form

Prior to uploading your file, verify that the file has the correct number and sequence of fields and thatthe correct additionsideletions
af fields were made as specified in SECTION |I: RECORD STRUCTURE FOR PARTICIPANTS (i.e., avalid upload file should hawe 37
columns).

Please use the Browse button to selectthe file or type the file name and directory path inthe box below. The patticipant data file

must be in an Excel spreadsheet or a comma delimited farmat with “csw™ extension. Then click an the "Upload File" button to
proceed.

File to Upload

Transfer Last Year's Data to the Web Form

The 2013-14 Participant Data submitted lastyear is available. To transfer lastyear's data to the wehb data entry form far online data
entry, click the "Transfer Data" button.

Please note: Lastyear's data may contain errors which the web tool will display. ¥ou will be required to carrect all errars prior to
submitting.

Enter New Participant Data

You may enter the individual participant data directly on the web data entry form. Click the "Add Mew” button.

The participants' First and Last Marne, DOB, S50, and Student Cohort Year must be the same as itappears inthe 2013-14 555
ARPR.

The four options for starting the submission process are:

= Download an Excel file of the 2013-14 SSS APR data file; update the file and then
upload the file directly to the Web form.
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= Upload an Excel/CSYV file directly to the Web form.
= Transfer last year’s data submission to the Web form and update/add records online.

= Enter Participant Data directly into the Web form.

Note: The participant social security numbers (SSNs) have been removed from the Excel files
containing last year’s data. This has been done for security purposes to better protect the
personal information contained on the data file and prevents inadvertent misuse of information
provided by the Department. However, the participant data file you prepare for the 2014-15
APR and upload should include the SSNs of all participants, as this is the primary identifier
used to match participant records across project years.

Once the file has been downloaded, you will then need to update the prior year’s data and if
required add records for new participants. After revising the file, you will then return to the
Web site and upload it as an Excel spreadsheet or CSV file.

If you are unable to prepare an Excel (or CSV) file using your existing database, you have the
option of transferring last year’s data directly to the Web form for updating or entering the
participant data directly into the Web form.

5.1.1 Continue Participant Data

The system detects whether you have already begun the data collection process and provides
you with the additional option to Continue. If this is the case, after clicking on the “Getting
Started’” button on the main Section II page, you have the option of continuing with your data,
or you can use any of the other options (e.g., download, upload, etc.) available. Please note that
the Continue option only appears after logging back in, that is, after initially beginning work on
the data and logging out of the system.

Please see below for a sample screen showing the Continue option:

e —
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Section Il - Record Structure for Individual Participants

Getting Started

The web-based online data collection system cantains four options far starting your data submission process:

an Excel file of the 2013-14 555 APR data file.
an ExceliCEv file directly to the Web form.
lastyear's data submission to the Weh form and update and add recaords online.
directly into the Wweb form.

Continue Participant Data

Cur records indicate that you started the participant data collection process. To continue working on your participant data, click the
"Continue” buttan.

Download Last Year's Data to an Excel File
You may obtain lastyear's data in an Excel spreadsheet for editing on your desktop,

Once you have completed the padicipant data file you must save the file as an Excel spreadsheet or a comma delimited format with
“csy” extension, then upload the file using the "Upload an Excel File to the Web Data Entry Form” function.

By clicking on the "Download Data" hutton the systerm will generate the padicipants' data file from the 201 3-14 APR data file and this
screen will be refreshed to show a link to this data file.

We highly recommend that you download last vear's file because you may need this file 10 ensure that all of the records that need to
be onyour 2014-15 APR data file are on the file.

Upload an Excel File to the Web Data Entry Form

Prior to uploading your file, verify that the file has the correct number and sequence of fields and thatthe correct additionsideletions
af fields were made as specified in SECTION |I: RECORD STRUCTURE FOR PARTICIPANTS (i.e., avalid upload file should hawe 37
columns).

Please use the Browse button to selectthe file or type the file name and directory path inthe box below. The patticipant data file

must be in an Excel spreadsheet or a comma delimited farmat with “csw™ extension. Then click an the "Upload File" button to
proceed.

File to Upload

Transfer Last Year's Data to the Web Form

The 2013-14 Participant Data submitted lastyear is available. To transfer lastyear's data to the wehb data entry form far online data
entry, click the "Transfer Data" button.

Please note: Lastyear's data may contain errors which the web tool will display. ¥ou will be required to carrect all errars prior to
submitting.

Enter New Participant Data

You may enter the individual participant data directly on the web data entry form. Click the "Add Mew” button.

The participants' First and Last Marne, DOB, S50, and Student Cohort Year must be the same as itappears inthe 2013-14 555
ARPR.

e —
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To continue working on your participant file, click on the “Continue” button to proceed to the
Section II - Record Structure for Individual Participants Review Participant List and
Data Error Report (Table View) screen. See Section 5.2 of this document for further
information on this screen.

5.1.2 Download Last Year’s Data to an Excel File

This option allows you to download last year’s data as an Excel file for updating offline -- either
as an Excel file or by importing into an existing database application (e.g., ACCESS).

This file will include the fields required by the 2014-15 APR. Grantees that did not submit an
APR for 2013-14, can download an Excel spreadsheet template with column headers. To
download last year’s data file, click on the “Download Data” button. A blue hyperlink file
(example: P042AYYXXS9 2013 14.xls) will appear on the screen. To open the file, click on
the hyperlink.

To save the file to your desktop, right click using your mouse and select the “Save Target As”
option as shown below. Select a location on your desktop (e.g., My Documents) to save the
file.

Download Last Year's Data to an Excel File

You may obtain lastyear's data in an Excel spreadsheet for editing on your desktop.

Once you have completed the paricipant data file you must save the file as an Excel spreadsheet or a comma delimited farmat with
"csv" extension, then upload the file using the "Upload an Excel File to the Wieh Data Entry Form® function.

The download file foryour grantee has heen generated in our system. Please click on the file name to open the file ar right click on it
to save the file onvyour PC.

Cpen

Upload an Excel File to the Web Data Entry Form Open in New Tsb

Priorto uploading vour file, verify thatthe file has the correct number and sequence of fields and thatthe correct additio Open in New Window
of fields were made as specified in SECTION |I: RECORD STRUCTURE FOR PARTICIPANTS (i.e., avalid upload file = Save Target As...

columns). Print Target

Please use the Browse button to selectthe file or type the file name and directory path in the hox helow. The paticipan

must be in an Excel spreadsheet or a comma delimited farmat with "csw™ extension. Then click on the "Upload File" b
proceed.

File to Upload

Copy Shortcut

|: 55 Blog with Windows Live

' E-mail with Windows Live
%, Translate with Live Search

All Accelerators 4

Transfer Last Year's Data to the Webh Form
Add ko Favorites, ..

The 2013-14 Paricipant Data submitted lastyear is availahle. To transfer last vear's data to the web data entry form for
entry, click the "Transfer Data" button. Send ko Onehlote

Properties

Please note: Last year's data may contain errars which the web tool will display. You will be required to correct all errol_,

You can then open the file on your desktop using Excel and update the data. Once you have
updated the information, return to this page and select the “Upload” option to continue with the
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APR submission. Alternatively, you can click on the file name hyperlink to open it, and then
save it to your desktop.

5.1.3 Upload an Excel File to the Web Data Entry Form

This option allows you to upload the 2014-15 file in an Excel spreadsheet format or as a CSV
file. A CSV file is a comma delimited text file in which each field is separated by a comma.
Most databases can covert a file to either CSV format or as an Excel spreadsheet. Instructions
for creating a CSV file are available via the What is a CSV file? hyperlink on the page.

To upload a file, use the “Browse” button to select the location (on your desktop) of the file you
want to upload. This function works like the File-Open command used when opening a
Microsoft Office document. After selecting the file to upload, click on the “Open” button. The
file name and path will be displayed on the screen. Click on the “Upload File” button to
proceed.

An uploaded Excel file should contain all 37 fields required by the APR, in the order specified.
New grantees should follow the order specified with the column names as outlined on the
record structure document. If the file you uploaded meets these requirements, you will proceed
to the Review Participant List and Data Error Report (Table View) screen. See this
document’s Section 5.2 for further information on this screen.

If your file does not meet these requirements, a screen displays, similar to the following,
outlining where the problems with your file occurred:

@ SSS Online

Federe! TRO Programs Cantact Help Desk | SSS APR | SSS APR Web Site User Guide |
Standardized Objectives Report j§ Review & Submit

PR/Bward Numher: PO42A100007
Name of Grantee:  New Mexico Junior College

The following error occurred while trying to process your request
Please fix the problem below by clicking the Go Back button at bottom.

The upload file must have 37 columns of recipients data. There is 38 columns in your upload file
Please update the data file and try again.

Go Back
Standardized Objectives Report | Review & Submit

Contact Help Desk | $55 APR | $S5 APR Weh Site User Guide |

Click on the “Go Back” button to return to the Getting Started screen. You must correct any
errors displayed on this screen before proceeding. Return to your spreadsheet (or other
application) and correct any errors, then return to the Section Il — Getting Started screen to
continue with the upload process.
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5.1.4 Transfer Last Year’s Data to the Web Data Form

The 2013-14 Participant Data submitted last year is available. To transfer last year's data to the
web data entry form for online data entry, click the "Transfer Data" button.

Last year's data may contain errors which the web tool will display. You will be required to
correct all errors prior to submitting.

Click on the “Transfer Data” button to proceed to the Review Participant List and Data
Error Report (Table View) screen. See this document’s Section 5.2 for further information
about his screen.

5.1.5 Enter New Participant Data

This option allows you to enter participant data directly on the Web form. Click on the “Add
New” button to proceed to the Web form as shown below. The participants’ First and Last
Name, DOB, SSN, and Student Cohort Year must be the same as those that appear in the Tier
1A file. If you are a newly funded project, please disregard these instructions.

Personal Tah Enrollment Tah ?‘; ad?‘?icmeﬁrﬁe Financial Aid Tab
Fields 1-15 Fields 16-23 resistence Fields 35-37
Fields 24-34

gg::cmam Name: Error Dezcription
1. PRiAweard Mumber: PO4287100005

2. Batch Year: 2014

3. Bocial Security Mumber; Q

4. Last Mame: O

5. First Name: 0

6. Middle Initial:

7. Date of Birth: (u/oDICC) @

8. Gender. Select One v

4 Hispanic: Select One v | O

10. Amindak: Select One v| O

11. Agian: Select One v| O

12. BlackAfrArm: Select One | O

13. White: Select One v|Q

14. HIPaclsindr. Select One v| O

1. Eligibility: Select One v

Add | Reset | Badito Table View |
Click "Save" before moving to another paricipant record.

See Section 5.3 below for further information about this screen.
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5.2 Review Participant List and Data Error Report (Table View) Screen

Grantees who selected the Continue, Upload, or Transfer options on the Getting Started
screen will proceed to the Table View screen shown below. This screen lists the participants in
the file, the total number of participants in the file, any formatting or value errors, any data
validation errors, and provides a printable report of those errors.

Section Il - Record Structure for Individual Participants

Review Participant List and Data Error Report (Table View)

Use the search feature below to search for a participant by first name, last name andfor SSN. To return to the Table View with a
list of all students, click on the Display all Students button.

First HName Last Name SSN

Search

The following table is a complete listing of your project’s patticipant records that have been uploaded, transferred, entered into
this Web application and/or added to the list. If this is the first time you have accessed this screen, we advise you to click here
to

<< Prev Page|1 ¥|of13 =}

Table View - Total Number of Participants: 319

First Name ~ SSN 2 r:‘lfrﬁwr Delete
3 18,28 %
3 2122 %
3 2122 %
3 2122 %
34 2122 x
34 A2 '
34 22 %
34 2122 x
34 A2 '
34 12 %
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=« Prav Page|l ¥|of13 Add Participant

If you have made changes to the paricipants' data online, vou may download a file of vour edited data. You can then continue to editvour
data offline and upload it ta the web application system. To download your data file, from the table view screen, click on the button
"Download Paricipant Data". The systermn will then refresh and a link that contains your Prifward Mumber will be displayed. You can
either click on the link to open your file ar you can right click on it and save your file. Once you are ready to upload your data file, go to the
screen "Section |l - Record Structure for Individual Paricipants Getting Started” and use the Upload feature. You can access this screen
by clicking on the tabh "Section 1I".

»ad Participant Data

Navigational Instructions and Data Error Information

Search for Participant Record

Use the search feature to search for a paticipant by first name, last name andfor S5M. To return to the Tahle View (list of all students),
click on the Display all Students hutton.

‘ou have the following options when editing the padicipant errors:

» [fyou uploaded or transferred vour file, vou may edit your data offline and re-upload the data file by returning to

» Toidentify the paricipant recards with errors, you will need to scrall through several Web pages {each page displays 25 records).
= “ou may click on the "printable version" hyperlink to print the complete padicipant list to view which records have data erroris).
= “ou may also sort on "Invalid Format®alue Error or Data Yalidation Errar” by clicking on the calumn title hyperlinks.

Oryou may edit the data directly on the Web application:

You may click the Last Mame hyperlink to edit participant data or correct data errors.

“fou may click the "#&" image in the "Delete” column to delete a participant data recard.

You may click the "Add Participant” button to add a new participant data record.

You may sort by Last Mame, Invalid Farmat®alue Error, Data Validation Errar, Message, or Record Mumber by clicking on the
column title hyperlinks.

bl

Ifyau have a large humber of participant recards with errors, we recommend cotracting the data offline and uploading a corrected file.

This report also displays three types of errors: (1) invalid data formativalues, (2) data validation errorg, and (3) soft check validation error
(Messane). You must correct all the data errars in (1) invalid data formativalues and (2) data validation errors before you will be able to
submit the APR.

o Aninvalid formathvalue error occurs when the data fieldis) for the participant record includes a walue(s) other than ane of the "/alid
Field Content" options pravided in column 4 of Section ll—Recaord Structure for Participant List of the APR. Ta correct these types
of errors online, click on the Last Mame hyperlink to wiew an individual recard and then enter a valid formativalue in the identified
data field(s).

A data validation error identifies conflicting data provided in two or more data fields. By clicking on the Last Mame hyperlink to view
the individual record, vou will see an error message that explains the error. You may then correct the data online.

A soft check validation errorwhich appears as a Messaoge is similar to data validation error, hut the system does not require you
to correctthe error in order to continue with vour submission. Monetheless, for data quality purposes, itis strongly recommended
thatthese types of errors are resolved.

Ifyou uploaded participant data, the Record Mumber column will display the record nurnbers inyour upload file for each individual
participant record. The record numbers will help you to find the records with errors easily if you want to correct errors offline,

Twenty-five records display on each screen. To view additional students, click on the Prev or
Next links on the right corner of the screen.

The Table View screen is sorted by Data Validation Error. You may click on the other column
headings to sort in a different order. The only columns by which you may not sort are First
Name.

To view a participant’s record, click on the Last Name hyperlink. This will direct you to the
Web form where you can begin to either enter new information or update the participant record.
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To delete a participant record, in the Table View screen, click on the “&” image in the “Delete”
column for that participant.

To delete a participant record from the individual participant screen (web form), click on the
“Delete” button located next to the SAVE button on the bottom of the screen.

To add a participant record in the Table View screen, click on the “Add Participant” button at
the bottom of the screen. This will direct you to the Web form where you can begin to enter
information for the participant. See Section 6.3 of this document for further instructions about
the participant data Web form.

To search a participant by last name, first name or SSN, enter the name/SSN and click on ‘Search’
button. If you want to see all the students on the screen, click on ‘Display all Students’ button.

To generate a printable report of the errors on the file, click on the Printable Version — Participant List
Report link on the right side of the screen.

The screen displays three types of errors: (1) invalid data format/values; (2) data validation
errors; and (3) soft check validation errors (Message). With the exception of the soft check
validation errors, you must correct invalid data format/values and data validation errors before
you will be able to submit the APR. The number in the column represents the field that
contains the error.

e An invalid format/value error occurs when the data field(s) for the participant record
includes a value(s) other than one of the “Valid Field Content” options provided in
column 4 of Section III of the APR. To correct these types of errors online, you may
click on the Last Name hyperlink and then enter a valid option or text, if applicable, in
the identified data field(s).

o A data validation error identifies data fields that are in conflict with data you provided in
another data field. By clicking on the Last Name hyperlink, you will see an error
message that explains the error. This message will appear in red below the participant’s
SSN. You may then correct the data online.

o A soft check validation error represents validations that should be checked for accuracy;
the data, however, may be correct. If correct, the data would not need to be changed.

If there are a large number of participant records with errors, grantees can correct the data
offline and upload a corrected file. To obtain a download of the file, which will contain any
updates the grantee has entered, click on the “Download Participant Data” button under the
participant list. After editing the data offline, grantees should return to the Section I1 — Getting
Started screen to upload the revised file. See Section 5.1.3 for further instructions on
uploading a file.

Grantees viewing the screen for the first time should click on the See more navigational
instructions and information about data errors hyperlink at the top of the page. This link will
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provide you with valuable information about navigating the site. Grantees can click on the
Back to Top hyperlink to return to the top of the page and edit participant records.

5.3 Web Data Entry Screen

Grantees can access the Web data entry screen by:

= Selecting “Add New” on the Section II - Getting Started screen.
= Clicking on the Last Name hyperlink for a participant (on the Table View screen).

The screen is shown below.

Personal Tah Enrolliment Tah ?F[': adgntllc.l'De_(_}rlete Financial Aid Tab
Fields 1-15 Fields 16-23 frersistence a Fields 35-37
Fields 24-34

ggr':icipant Name: B Beseiit
1. PRI&ward Mumber: FO424100005

2. Batch Year: 2m4

2. Social Security Humber: Q

4. LastName: 0

4. First Narme: Q

6. Middle Initial:

7. Date of Bitth: m/oD/cery @

8. Gender: Select One v

3. Hispanic: Select One v | O

10, AmnindAk: Select One v|Q

11. Asian: Select One v| @

12. BlackAfrAm: Select One v| Q@

13, White: Select One v|Q

14. HIPaclsindr: Select One v| @

15. Eligibility: Select Cne v

Add | Rezet | Badito Table View |
Click "Sawve" before maving ta another paricipant record.

Grantees viewing the screen for the first time should click on the See more navigational
instructions and information about data errors link at the top of the page. This link will
provide you with valuable information about navigating the screens.

The participant data has been divided into four sections/tabs - Personal, Enrollment,
Academic/Degree/Persistence and Financial Aid. The Web form displays the participant’s
name and social security number, if provided, on the left side of the screen, below the tabs. The
current screen is highlighted in light blue, while the other sections remain dark blue.
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e To navigate through the sections and view the data provided in each section, click on the
Personal, Enrollment, Academic/Degree, or Financial tab.

o To make changes to any field for a participant, use the pull-down menus provided, or
enter text as appropriate (e.g., Last Name).

e To save changes, click on the “Save” button or click on another tab.

e To delete a record, click on the “Delete” button.

e To reset the data after making changes, without saving, click on the “Reset” button.

o To go to another participant’s record, click on the Next or Previous link.

e To return to the Table View screen, click on the “Back to Table View” button at the
bottom of the screen.

5.3.1 Duplicate Social Security Numbers (SSN)

If the system determines there are duplicate social security numbers in the file, a screen similar
to the one below will be displayed. You will be required to fix the error before returning to the
Table View screen.

Q SSS Online

Federal TRIO Programs Contact Help Desk | S5S APR | S5 APR Web Site User Guide
m LI [N Standardized Objectives Report §i Review & Submit

PR/Award Number: PO42A100785
Name of Grantee: i

The following table lists participant records with duplicate S5M. Please review the participant's data table and make any
necessary edits. The Format/invalid Data Fields column identifies any field that contain invalid data value errars. After you correct
or remove the duplicate SSM record, and click the ‘Back to table view' button, a list of ALL the participants in your institution will
be displayed.

s ‘fou may click the Last Mame hyperlink to edit participant data or correct data errars
e ‘You may click the "®" image in Delete column to delete a participant data record
« ‘Youmay sort by Last Name by clicking on the column title hypetlinks.

Table View - Total Number of Participants (with duplicate SSN): 2

First Name S5N - Delete
34 Duplicate 25K 38 x
34 Duplicate SSH 252 x
(. §

To change the SSN for a participant, click on the Last Name hyperlink and change the SSN on
the Web data entry form. If the participant record is a duplicate, you can click on the “%”
image in the “Delete” column to delete the record. Once the duplicate SSN error has been fixed
for the applicable participants, clicking on the “Back to Table View” button will display all
participants.
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6 Standardized Objectives Report
After completing Section II, grantees will view their Standardized Objectives Report.

Description

In this section, the approved number of participants to be served (funded number) and the project
objectives for your project for this grant award cycle (2010-2015). This information was retrieved
from the approved “Student Support Services Program Profile” of the application package
as provided by the project.

Navigation
Users can go to this page by clicking on the “Standardized Objectives Report” tab on top. The
following screen will be displayed:

@ SSS Online

Federal TRIQ Frograms Contact Help Desk | 555 APR | 555 APR Weh Site User Guide

Section | Standardized Objectives Report Review & Submit

Goto nextsection

PRiAward Number: P0424100005
Name of Grantee: Cazenovia College

Report on Number Funded to Serve and Standard Objectives

for 2014-15 Project Year
(P042A100005)

The following information reflects the approved funded number of paticipants to be served and the project abjectives far your
project far this grant award cycle (2010 — 2015)

Number Funded to Serve:

In 2014-15, this project is funded to sere 160 participants
Sector of Grantee Institution:

B: Private Mon-profit 4-Year

Standard Objectiveis):

A 201415 Parsistence Rate: 75% of all participants servad by the 5SS projact will persist from one academic year to the
beginning of the next academic year or graduate with a hachelor's degree during the academic year

B. 2014-15 Zood Acadermic Standing Rate: 80% of all enrolled participants served by the 535 project will meet the perfarmance
lewel required to stayin good academic standing atthe grantee institution.

D. Graduation Rate (4-vear institutions only): 40% of 2008-10 new participants served will graduate with a bachelor's degree or
equivalent within s (8) years.

Note: A new participant Js an indivicual who was served by the 555 project for the first time in the project vear under
consideration and who meets the definition of a paricipant as specified in 24 CFR 646.7(c) of the 855 program reguiations.

G to nesd section

Section Il Standardized Objectives Report Review & Submit

Contact Help Desk | 55 APR | 555 APR Weh Site User Guide

e —
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7 Review and Submit (Tier 1)

To begin the APR submission process, click on the Review and Submit tab. The sample page
displays below. An explanation of the two-tiered system required for submission is included on
the page. Your APR is not considered complete until you have finished the entire process for
evaluating the participant data.

To continue with the APR submission, click on the “Start Submission” button at the bottom of
the page.

Federal TRIO Programs Contact Help Desk | 555 APR | 555 APR Web Site User Guidi

m Standardized Objectives Report Review & Submit

PRiAward Number: P0424100005
Name of Grantee: Cazenovia College

The Review and Submit section will guide you through the submission process. Your APR is not considered submitted until you have
completed the entire process thatincludes a two-tierad system far evaluating the guality of the participant data.

The Tier 1 data checks include the following:

» Funded Rate and Eligibility report. Provides information on the: (a) number and percent of participants funded to serve and
served and (b number and percent of paricipants served wha were low-incame and first-generation, students with disabilities
{including disabled students who were also low income), and if applicable, i¢) number and percent of all disabled students
who were also low-income, fyour funded rate is below 100%, you will he asked {0 review the data file to determine ifyou
correctly updated the participant status field andfor included recards for all patticipants served in 2014-14. Ifyou did not meet
your funded number, you will be given an opportunity to review the data and make the necessary changes o your data file. If
you determine that the data file is correct, you will be asked to provide an explanation for the low funded rate.

Critical Fields report. This report provides the percentage of paticipant records with "unknownina response” for nine data
fields thatwe have determined are critical for anahzing project and program outcomes. Since "unknown/na response”
responses do not provide usable information for data analysis, we are asking you to review fields for which 10% ormaore of the
records have "unknownino response” and either correct {or update) the data or provide an explanation as to why the data are
not available

Cohort Comparison Report. The purpose ofthis report is to ensure that projects do notincrease their cohorts. This repart
compares participants inyour 2014-15 APR data file submission to that of the 2013-14 APR data by Cohort Year. For example,
ifin 2013-14 you indicated that 100 students were inyour 2013-14 cohort, your 2014-15 APR submission should only contain
100 students for cohortyear 2013-14. These students should be the same students reported in both years.
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In addition, the Cohort Comparison Report provides information on:

{1} the number of students for whorm you provided project services in 2014-14 that fall outside the cohorts listed inthe report,
(2) new participants served in 2014-15, and

(3 new summer patticipants served in 2014-15.

Ifyour data file passes the Tier 1 data checks, you may submit the APR. However, please note that your APR will not he accepted until
the participant data also passes Tier 2 data checks. After the Tier 1 submission the Tier 2 data checks compare the 2014-15
paricipant data with 2013-14 data file.

The Tier 2 data checks include the following

« Match to Prior Report. Compares the paricipants on the 2014-15 APR with the 2013-14 data to ensure thatyou have included
the required participants on the 2014-151ile. For 4-vear institutions this includes all participants in the 2014-15 APR data file
with cohorts between 2009-10 and 2014-15 {new summer participants in 2013-14 only). For 2-year institutions, this includes
all participants in the 2014-15 data file with cohorts hetween 2011-12 and 2014-15 {new summer paricipants in 2013-14
onhy). Those participants forwhor you are required to provide information and who are notincluded in the 201 4-15 will be
displayed on the screen. You must add all the student records on this report to the 2014-15 file and update the data fields for
these paricipants.

Student Cohort Year report. This report compares the data provided in field #21 {Student Cohort Year) of both vour 2014-15
and 2013-14 APR data your project submitted. Thoge participants on the 2014-15 data file whose student cohort year (field
#21) is different from the 2013-14 data are displayed on the screen. Please note that once the cohaortvear has heen
established you are not allowed to change it

2014-15 Report on Standard Objectives Results. For your infarmation only, after you successfully submit your APR, the system will
generate a report that shows the results for your standard objectives for the 2014-15 reporting vear. These results were calculated
using the studert-level data you subritted via the online systern for reporting period 2014-15 and are hased onyour project's
approved objectives. In addition, the repart can he used by projects as a tool to continue to monitar their performance. Finally, the
Department will not accept any changes o the project's 2014-15 APR data file after the deadline date.

Ifyour paricipant data file does not meetthe Tier 2 criteria, you will be pravided with a repart and instructions for resubmission. You
must make the needed corrections to your data file and re-submit by December 4, 2014, It is important that you review your APR.
for accuracy. You will not be allowed to revise your APR once the system has closed. You will receive an e-mail message
confirming the submission of your APR. On or prior to December 4, 2015, you may contact the Help Desk if you need to make
changes to the submitted APR.

Click the "Start Submission” button to begin.

m Section ll Standardized Objectives Report Review & Submit

Contact Help Desk | SS5 APR | 555 APR Web Site User Guide

7.1 Review and Submit — Step 1

The Review and Submit — Step 1 screen will be displayed as shown below. Grantees must
complete both sections and pass all validation checks in order to proceed with the APR
submission.

Green check marks display for those sections that have been completed and have passed the
data validation error checks. The pink “A”s display for those sections that are NOT complete.
To return to a section to complete it, click on the appropriate section tab at the top of the screen.
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@ SSS Online

Federal TRIO Programs Contact Help Desk | S55 APR | 55 APR Weh Site User Guide

m Section Il Standardized Objectives Report Review & Submit

PR/Award Number: P042A100005
Mame of Grantee: Cazenovia College

Flease Mote: All 555 grantees have already provided their number funded to serve and standard abjectives for assessing prior
experience (PE) points. Therefore, grantees will not be reguired to provide this information in 2014-15. However, grantees will be able to
print a FDF copy of their previously reported standard abjectives atthe time of data submission. Projects can also view this information
by clicking on the tab "Standardized Objectives Report”.

AR indicates thatthe section has nat been completed or containg data errar(s). You must complete the sections or fix the data error
(s)in the sections marked with an K pefare cantinuing with the submission process. Click on the appropriate section tab at the top or
bottom of the screen to return to the section.

Sectionl ¥
Sectionll ¥

m Section Il Standardized Objectives Report Review & Submit

Contact Help Desk | 555 APR | 555 APR Weh Site User Guide

When both sections are complete, the Review and Submit — Step 1 screen displays as shown
below, with green check marks next to each section indicating it has been completed. To
proceed with the APR submission, click on the “Continue” button.

@ SSS Online

Federal TRIC Programs Contact Help Desk | 555 APR | 555 APR Web Site User Guide

Section Il Standardized Objectives Report Review & Submit

PR/Award Number: P042A100005
Mame of Grantee: Cazenovia College

Flease Mote: All 555 grantees have already provided their number funded to serve and standard objectives for assessing prior
expetience (PE) points. Therefore, grantees will not be reguired to provide this information in 2014-15. However, grantees will be able to
print a PDF copy of their previously reported standard objectives at the time of data submission. Projects can also view this information
by clicking on the tab "Standardized Objectives Report”.

Sectionl ¥
Sectionll ¥

Section ll Standardized Objectives Report Review & Submit

Contact Help Desk | S55 APR. | S5S APR.Web Site User Guide
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7.2 Review and Submit — Step 2 Cohort Comparison Report
The second step of the Tier 1 process is the Cohort Comparison Report.

The following screen displays:

@ $SS Online

Fedesal TIO Frograms Contact Help Desk | S55 APR | 555 APR Web Site User Guide

mm Standardized Objectives Report Review & Submit

PRiAward Number: P042A100005
Mame of Grantee: Cazenovia College

Step 2 - Cohort Comparison Report

Comparison of Participants in Your 2014-15 APR Data File Submission
vs. the 2013-14 File by Cohort Year
(4-Year Institution)

Mumber of Participants Mumber of Paricipants

Cohort Year inYour 2014-15 APR Data File inyour 201 3-14 APR Data File
2009-10 T4 74
2010-11 59 a4
2011-12 74 74
201213 G0 1]
2013-14 52 52

Total 319 319

Additional Information Regarding Your 2014-15 APR Data File Submission
Humber of participants priorto the 2008-10 cohori=1
Mumber of New Paticipants =0
Humber of Wew Summer Participants =0

Mumber of paticipants where cohortyear is "Mot Applicable” {field 21, option 893 =0

m Section Il Standardized Objectives Report Review & Submit

Contact Help Desk | S5S APR | S55 APR Web Site User Guide

If the cohort is greater in 2014-15 APR, the following screen displays.
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Step 2 - Cohort Comparison Report

Comparison of Paricipants in Your 2014-15 APR Data File Submission
vs. the 201 3-14 File by Cohart Year
(4-Year Institution)

Mumhber of Paricipants Mumher of Paricipants

Cohort Year inYour 2014-15 APR Data File inyour 2013-14 APR Data File
2008-10 74 74
2010-11 54 54
2011-12 78 T4
201213 e} 60
2013-14 52 52

Total 319 319

Additional Information Regarding Your 201 4-15 APR Data File Submission
Mumber of paricipants prior to the 2009-10 cohort=1
Mumber of Kew Paricipants =0
Murnher of New Summer Paticipants =0

Mumher of participants where cohortyear is "Mot Applicable" (field 21, option 893 =10

Ooops!

The "Mumber of Paticipants in Your 2014-15 APR Data File" does not match the "Number of Patticipants in Your 201 3-14 APR Data File"
far cohort year(s) 2011-12 . Remember, you cannot increase or decrease pre-established cohorts as the cohorts have already been
werified by your institution either during the Tier 1A process orthrough your previous APR data submission.

Ifyou hawe increased pre-established cohorts, you will not be able o continue to submit your APR until you resolve cohort size
discrepancies.

Ifyou hawve decreased pre-established cohort(s), the systerm will allow you ta continue, howewer, the Match-To- Prior Reportin Tier 2 will
reguire you to add the missing record(s). Once you add the missing records, the system will run the Cohort Comparison Report again,
and if any discrepancies with the cohart size accur you will be required to resolve the issue.

How do I resolve the issue?

Step 1 - Click on button "Go back to Section 11" below, then click on the "Getting Started” button.

Step 2 — Ifyou have not already done so, download your 2013-14 APR data file by clicking an the Download button. (Mote: The screan will
be refreshed and a link with yvour Pridward Number will be displayed. Click on the iink to access your 200314 APR data file)

Step 3- Compare your 2014-15 APR data for the cohorts in question ta that of vour 2013-14 APR data file. {Note ifyou did not download
your 2012-13 APR data file while in Tier 1, you can contactthe helpdesk. They can unsubmit your data file so thatyou have access to that
file)

Step 4 - Identify the exdra recardis) and either delete the recardis), or selectin field 21 {Student Cahort Year), aption 98 = Mat applicable.

HINT: In order to determine which record(s) have resulted in an increase to the cohoris), you must compare your 2013-14 APR data to
your most recently uploaded 2014-15 APR data.

If you need to download your most recently uploaded 2014-15 APR data do the following:

3o to the Table View screen by clicking on the button "Go Back to Section 1" located below.

Click on the "Getting Started" hutton.

Click onthe "Continue" button

Once you are inthe Table View (i.e. the screen that containg a list of all of your participants), click on the button "Download
Faricipant Data". The screen will be refreshed and a link with yaur Prifward Humber will be displayed.

A, You can either open the file by clicking on the link or you can save it by right clicking on it.

bl

e —
SSS APR Website User Guide 34 Computer Business Methods, Inc.
October 2015



7.3 Review and Submit — Step 3 Funded Rate and Eligibility Status

The third step of the Tier 1 process is the Funded/Served Rate Report and Eligibility Status
Report. The following screen displays:

ew and Submit: Tier 1

Step 3-Funded Rate and Eligibility Status Table and Current Participants Report
2014.15 Funded Rate and Fligibility Table

The table helow provides information on the: (a) number and percent of participants funded to serve and served and (h) number and
percent of padicipants sered who were low-income and firskgeneration, students with disahilities {including disabled students who
were also low incame), and if applicable, (&) number and percent of all disabled students whao were also low-income. As noted helow, the
one-third eligibility reguirerment only applies ifthe project served at least one disabled student.

The information provided in the section “Number of Participants Funded to Serve & Served™ is hased on serving at least as many
participants (i.e., 100%) were served as the projectwas funded to serve.

The information provided in the section “2/3 Eligibility Requirement: First-generation and low-income, and/or students widisabilities
including students with disabilities who are also low-income” is based on the project meeting the two-thirds eligibility requirement {i.e.,
B6% or greater). To determine whether your project met this requirement, the column: "Mumber first-generation and low-income, andfor
disabled including disabled who are also low-income" was divided by the column: "Number of Current Paricipants Served.”

The infarmation provided in the section “1/3 Eligibility Requirement: Disabled students widisabilities who are low-income” is based on
the project meeting the one-third disahled and low-income requirement (i.e., 33% or greater). This requirement is only applicable for
projects that served disahled students; therefare, if any disabled students were served at least one-third must also be low-income. To
determine whether your project met this requirement, the calumn: "Number of students widisabilities who are also low-incame"was
divided by the column: "Mumber of students widisahilities {including disabled and low-income)”.

Flease review the information contained in the table below. Ifyour project did not meet the requirements mentioned above, please verify
that the participant and eligihility status codes for each current participant for whom yvou provided information are correct. Your "current
participants”, are coded infield 22 asa 1,2, 8, or 9.

Funded Rate and Eligibility Status Tahle
213 Eligibility Requirement: First-
Number of Participants Funded to aﬁ’;ﬁf’i‘;ﬂ:ﬁﬁg ﬁml:::;ﬂmis 1/3 Eligibility Requirement: Disabled students
Serve & Served . . L i widisabilities who are low-income*
including students with disabilities
who are also low-income

Mumber of first-

Murmb i ti dl Murmber of Murnber of
Mumber (u:zlnrr:r:to Fercent geir:]ecroanzzn ::droorw- 23 students students 113
Funded Participants | Served disabledlincluding Eligibility widisabilities widisabilities who | Eligibility
to Serve Cerved disabled who are also Percent | {including disahled are also low- Percent
: and low-incarme) incorne
low-income
160 161 100% 123 TE% G54 18 33%

*The requirement only applies if at least one disabled student was serwed. If no disabled students were served, then the requirement does not apply.

The report below provides a list of your newy, continuing, and new {summer only) participants (1, 2, 8, or 9) along with the participant's
eligibility status and student's cohart year.

= ‘Your current paricipants are derived from field #22, Participant Status, and are coded as follows:
1 = MNew patticipant (for this reporting period; part of the 2014-15 cohort)
2 = Continuing paricipant
8 = Rew Summer participant—Earned College Credits (2015 summer session only, part of 2015-16 cohort)
9 = Mew Summer paricipant—Did not Earn College Credits (2015 summer session only; part of 2015-16 cohort)

e The eligibility status codes are derived from field #15 and are:
1 = Low-Income and First-Generation,
2 = Low Income Only,
3 =First-Generatian Only,
4 = Disahkled, and
5= Digahbled and Low Income.
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+ The student's cohortyear codes are derived from field #21 and are:
1 = Other(priorto 2005-08)
T =2005-06
8=2006-07
9=2007-08
10=2008-08
11=2008-10
12=200-11
13=2011-12
14=2012-13
15=2013-14
16=2014-15
17 =2M516
99 = Mot applicable, {not part of any cohorts listed ahove)

Please review the information carefully and

« yerify the participant and eligibility status codes are correct.

« yerifythat all students reported as current paricipants (1, 2, 8, or 9 were actually served during this reporting period.
o varify thatyou carrectly updated the participant status field far all paricipants served in & previous reparting period.

« pravide an explanation ifyou did not meetthe number of paricipants funded to serve.

Prev Page|1 ¥ |ofg

Current Participants and Eligibility Status Report for 2014-15 (Participant Status= 1, 2, 8, or 9)

Participant's Name Participant Status Eligibility Status Cohort Year
1 2 = Continuing participant 4 = Dizahled 13=2011-12
2 2 = Continuing participant 3 = First-Generation Only 14=2012-13
3 2 = Continuing participant 3 = First-Generation Only 14=2012-13
4 2 = Continuing paticipant 1= Low-Income and First-Generation 18=2013-14
] 2 = Continuing paricipant 1 = Low-Income and First-Generation 168=2013-14
1] 2 = Continuing paricipant 4 = Disahled 14=2012-13
T 2 = Continuing paricipant 4 = Disahled 168=2013-14
g 2 = Continuing paricipant 1 = Loww-Income and First-Generation 14=2012-13
9 2 = Continuing participant 1 = Low-Income and First-Generation 14=2012-13
10 2 = Continuing participant 3 = First-Generation Only 14=2012-13
11 2 = Continuing participant 3 = First-Generation Only 13=2011-12
12 2 = Continuing participant 1 = Lovw-Income and First-Generation 15=2013-14
13 2 = Continuing participant 4 = Disahled 15=2013-14
14 2 = Continuing participant 1 = Low-Income and First-Generation 15=2013-14
15 2 = Continuing participant 4 = Disahled 15=2013-14
16 2 = Continuing participant 1= Low-Income and First-Generation 15=2013-14
17 2 = Continuing participant 1= Low-Incame and First-Generation 14=2012-13
18 2 = Continuing participant 1= Low-Income and First-Generation 15=2013-14
19 2 = Continuing participant 5= Disahled & Low Income 15=2013-14
20 2 = Continuing paticipant 5= Dizsabled & Low Income 18=2013-14

Prev Page|1 ¥ |ofad
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The Funded Rate and Eligibility Report compares:

e the number of current year participant records on the data file with the number of
participants the grantee was approved to serve in 2013-14,

e the number and percent of participants who are first-generation and low-income, and

e The number and percent of participants who disabled and disabled and low-income.

If your funded rate is below 100%, you will be asked to review certain aspects of your data.
You will also be given an opportunity to review the data and make the necessary changes to
your data file if you did not meet your funded numbers. If you determine that the data file is
correct, you will be asked to provide an explanation for the low funded rate.

The information provided in the section “2/3 Eligibility Requirement: First-generation and
low-income, and/or students w/disabilities including students with disabilities who are also
low-income” is based on the project meeting the two-thirds eligibility requirement (i.e., 66% or
greater). To determine whether your project met this requirement, the column: “Number first-
generation and low-income, and/or disabled including disabled who are also low-income” was
divided by the column: “Number of Current Participants Served.”

The information provided in the section “1/3 Eligibility Requirement: Disabled students
w/disabilities who are low-income” is based on the project meeting the one-third disabled and
low-income requirement (i.e., 33% or greater). This requirement is only applicable for projects
that served disabled students; therefore, if any disabled students were served at least one-third
must also be low-income. To determine whether your project met this requirement, the column:
“Number of students w/disabilities who are also low-income” was divided by the column:
“Number of students w/disabilities (including disabled and low-income)”.

If your project did not meet the requirements mentioned above, please verify that the participant
and eligibility status codes for each current participant for whom you provided information are
correct. Your "current participants”, are coded in field 22 asa 1, 2, 8, or 9.

The screen below displays information on the project’s funded number, two-thirds, and one-
third disabled and low-income requirement. Also displayed is the list of current participants
included on your file and their eligibility status. Current participants are those participants who
have been coded as 1, 2, 8 or 9 in the Participant Status (field 22) and coded asa 1, 2, 3,4, or 5
in the Eligibility Status field (15).

To change the participant or eligibility status of a participant, click on the Participant’s Name
hyperlink to return to the Section II Web form (shown below) and update the Participant Status
Code (field 22) and/or Eligibility Status (field 15).
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Personal Tah Enroliment Tah A;Z?;::;ig:%ﬁf Financial Aid Tab
Fields 1-15 Fields 1623 i Fields 35.37
Fields 2434

Message #35 [F 22, Participant Status = 1,8, or 2, THEM Field 2 through 14 cannat be blank. Grantees were given a one year
reprieve to collect this data; therefore, to the best of your knowledge, please provide a response to these fields for all new
participants served.

gg:i:[:ipant Name: Errar Description In:}gmt:d
16. Academic Need: 2= Low admission test scares v| @
17. First Enroll Date: (0641652005 MMYDDICCYY) o
18. Date of First
Senice 07/18/2008 mmoniccyy) @
19. College Grade
Level (Entry into 2="1st ¥r, attended before ¥ Q
project):
20. Enrallment Status:
(in academic year first | 1 = Full-time(at least 24 crdt hre or 36 clck hrs inan acad yr) v| O
zered)
21. Ean|0|pant Cohort 15 = 201314 il Message
‘fear.
22. Participant Status: |1 = New participant (2013-14 cohort) v|@ Message
23. Enrallment Status:
{at end of 2013-14 1= Full-time(at least 24 crdt hrs or 36 clck hrs in an acad yr) v| @
academic year)

Sawve | Delete | Reset | Badkto FundediSenvad |

Once you have made the necessary changes on this screen, click on the “Back to
Funded/Served” button to return to the Funded Rate Report screen. Click on the “Continue”
button to proceed.

If the Funded-to-Serve rate is still too low, you must either continue to correct the participant
data or provide an explanation in order to proceed with the APR submission. A grantee may
have a calculated funded rate below the established range in some circumstances. In these
situations, you can provide an explanation for the discrepancy between the funded number and
the number served. You can type your explanation in the text box provided at the bottom of the
screen. A project is not required to provide an explanation if they do not meet their two-thirds
and/or one-third eligibility requirements.
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ew and Submit: Tier 1

Step 3-Funded Rate and Eligibility Status Table and Current Participants Report
2014-15 Funded Rate and Eligibility Table

The table below provides information on the: () number and percent of participants funded to serve and served and (b) number and
nercent of paricipants served who were low-income and first-generation, students with disahilities {including disabled students who
were also low income), and if applicable, () number and percent of all disabled students who were also low-incame. As noted below, the
one-third eligibility requirernent only applies ifthe project served at least ane disabled student.

The information provided in the section “Number of Participants Funded to Serve & Served” is hased on sewing at least as many
participants {i.e., 100%) were served as the projectwas funded to serve.

The information provided in the section “2/3 Eligibility Requirement: First-generation and low-income, andior students widisabilities
including students with disabilities who are also low-income” is hazed on the project meeting the two-thirds eligibility requirement {i.e.,
66% or greater). Ta determine whether your project met this requirement, the column: "Mumber firstgeneration and low-income, andior
dizabled including disabled who are alsa low-incame"was divided by the calumn: "Number of Current Participants Served."

The information provided in the section “41/3 Eligibility Requirement: Disabled students widisabilities who are low-income” is hased an
the project meeting the one-third disabled and low-income requirement (.e., 33% or greater). This requirement is only applicable far
projects that served disabled students; therefare, if any disabled students were served at least ane-third must also be low-income. To
determing whetheryour project metthis reguirement, the column: "Number of students widisabilities who are also low-income" was
divided by the column: "Number of students widisabilities ¢including disabled and low-income) ",

Please review the information cantained in the table below. Ifyaur project did not meet the requirements mentioned above, please verify
that the padicipant and eligibility status codes far each current participant far whom you provided information are correct. Your "current
paricipants”, are coded infleld 22 as a1, 2,8, or 4.

Funded Rate and Eligibility Status Table

213 Eligibility Requirement: First-
generation and low-income,
andior students widisabilities
including students with disahilities
who are also low-income

Humber of Participants Funded to
Serve & Served

1/3 Eligibility Requirement: Disabled students
widisahilities who are low-income*

Mumber of first

Mumber of generation and [ow- Mum ber of Mumber of
MNumber Current Forcent income. andior 213 students students 173
Funded Participants | Served disabledlincluding Eligibility widisabilities widisabilities who | Eligibility
to Serve Served disabled who are also Percent | (including disabled | are also low- Percent
: and low-incorme) incame
lowe-income
160 152 95% 103 68% g 3 38%

*The requirement only applies if at least one disabled studert was served. If no disabled students were senved, then the requirement does not apply .

2014-15 Current Participants and Eligibility Status Report

The report below provides a list of your new, continuing, and new (summer only) participants {1, 2, 8, or 9) along with the participant's
eligibility status and student's cohort year.

= ‘Your current paticipants are derived from field #22, Participant Status, and are coded as follows:
1 = Mew participant {for this reporing period; part ofthe 2014-15 cohorty
2 = Continuing participant
8 = Mew Summer participant—Earned College Credits (2015 summer session only; part of 2015-16 cohort)
9= Mew Summer participant—Did not Earn College Credits (20145 summer session only; part of 201 5-16 cohorf)

« The eligibility status codes are detived from field #15 and are:
1= Low-Incorme and First-Generation,
2= Low Incame Only,
3= First-Genaration Only,
4 = Digahled, and
5= Digahled and Low Incorne,

e —
SSS APR Website User Guide 39 Computer Business Methods, Inc.
October 2015



e The student's cohort vear codes are derived fram field #21 and are:
1= Otheriprior to 2005-08)
7=2005-06
8= 20086-07
9=2007-08
10 = 2008-09
11=2008-10
12=2010-11
13=2011-12
14=2012-13
15=2013-14
16=2014-15
17 =2015-16
498 = Mot applicable, {not part of any cohors listed above)

Please review the infarmation carefully and

=

"
12
13
14
14
16
17
18
14
i

warify the paricipant and eligibility status codes are correct.

Prev Page|! ¥ ofg

Participant's Name Participant Status
2= Continuing participant
2= Continuing participant
2= Continuing paricipant
2= Continuing participant
2= Continuing participant
2= Continuing paricipant
2= Caontinuing paricipant

2= Continuing participant
2= Continuing patticipant
2= Continuing participant
2= Caontinuing paricipant
2= Continuing participant
2= Continuing patticipant
2= Continuing participant
2= Caontinuing paricipant
2= Continuing participant
2= Continuing patticipant
2= Continuing participant
2= Caontinuing paricipant
2= Continuing participant

Prev Page|1 ¥ |ofg

werify that all students reported as current participants (1, 2, 8, or 9 were actually senved during this reporting period.
verify that you correctly updated the participant status field for all padicipants served in a previous reporting period.
provide an explanation if vou did not meet the number of paticipants funded to serve.

Current Participants and Eligibility Status Report for 201415 (Participant Status=1,2,8, 01 9)

Eligibility Status
1= Low-Income and First-Generation
1= Low-Income and First-Generation
2=Low Income Only
1= Low-Income and First-Generation
1= Low-Income and First-Generation

1= Low-Income and First-Generation
1= Low-Income and First-Generation

1 =Low-Income and FirstGeneration
2= Low Incame Qnly
1= Low-Income and FirstGeneration
1=Low-Income and FirstGeneration
1 =Low-Income and FirstGeneration
1= Low-Incorne and FirstGeneration
1= Low-Income and FirstGeneration
1=Low-Income and FirstGeneration
1 =Low-Income and FirstGeneration
1= Low-Incorne and FirstGeneration
1= Low-Income and FirstGeneration
1=Low-Income and FirstGeneration
1 =Low-Income and FirstGeneration

There are some circumstances inwhich a grantee may have a calculated funded rate outside the established range. In these situations,
you must provide an explanation far the large discrepancy hetween the funded number and the number served. Type your explanation in
the text bow below {limit 1,000 characters and spaces).

Cohort Year
15=2013-14
15=2013-14
14=2012-13
11 =2008-10
13=2011-12
14=2012-13
13=2011-12

15=2013-14
15=2013-14
15=2013-14
13=2011-12
15=2013-14
14=2012-13
13=2011-12
13=2011-12
15=2013-14
13=2011-12
15=2013-14
13=2011-12
15=2013-14
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Click on the “Submit Explanation and Continue’ button to proceed.
7.4 Review and Submit — Step 4 Critical Fields Verification Report

The next step of the Tier 1 process is the Critical Fields Verification Report. The Critical
Fields report provides a percentage of participant records with “unknown/no response” for
seven data fields that have been determined as critical for analyzing project and program
outcomes. Since an “unknown/no response” does not provide usable information for data
analysis, we ask that you review fields for which 10% or more of the records have “unknown/no
response” and either correct (or update) the data or provide an explanation as to why the data is
not available.

If no explanation is required for the Critical Fields, the following screen will be displayed.

Review and Submit: Tier 1

Step 4 - Critical Fields Verification Report

The Department has identified the following seven (7) fields as critical in calculating project and program outcomes and wants to ensure
a minimal numhber of "Ma Responsellnknown” entries in each field. In most cases, "Mo ResponselUnknown® is 3 valid response;
however, high percentages of these responses are notin the project's hest interests. The table below lists the critical fields and the
number and percentage of padicipants with 3 "Mo ResponselUnknown” entry in that field. Ifyou have critical fields with a high percentage
of"No response/lUnknown”, we recammend correcting the data offline and uploading the corrected file. You may return to o
Update any fields with & "Mo ResponselUnknown” antry.

You have 469 participant records.

Mumber with
Field Mo. Field Mame Mo Responseilinknown Percent
7. DoB 0 records 0%
23 Enrollment Status {at end of the 2014-15 academic year) 0 records 0%
24, Academic Standing 0 records 0%
30 Transfers 0records 0%
a1, DegreaiCedificate Completed 0 records 0%
32 Date of Undergraduate Degree/Cedificate 0 records 0%
34, Persistence status (atthe beginning of 2015-16 academic year 0 records 0%

Continus

Click on the “Continue” button to proceed.

If an explanation was entered on the Funded Rate Report, the screen will be displayed noting
that TRIO will review the explanation (as shown on the screen below):
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Review and Submit: Tier 1

Your funded/served explanation has been saved and will be reviewed by TRIO.

Step 4 - Critical Fields Verification Report

The Department has identified the fallowing seven (7) fields as critical in calculating project and program outcomes and wants to ensure
a minimal number of "Mo Response/Unknown” entries in each field. In most cases, "MNo Responge/Unknown" is a valid response,
hawever, high percentages ofthese responses are notin the project's hest interests. The table below lists the critical fields and the
number and percentage of paricipants with a "No Response/Unknown" entry in thatfield. If you hawe critical fields with a high percentage
of "ho responsellUnknown”, we recommend correcting the data offline and uploading the carrected file. You may return to ta
update any fields with a "Mo ResponsefUnknown® entry.

You have 759 participant records.

MNumber with
Field Mo, Field Mame Mo ResponsefUnknown Percent
7. DoB 7 records 1%
23 Enroliment Status (at end of the 2014-15 academic yearn) 0records 0%
24, Academic Standing 0 records 0%
in. Transfers 0 records 0%
3. DegreelCertificate Completed 1 records 0%
3z Date of Undergraduate Degree/Certificate 0 records 0%
34, Persistence status (atthe beginning of 2015-16 academic year 0 records 0%

If the file contains at least one critical field where 10% of the responses are unknown or have no
response, an explanation box on the screen indicating that the data must be corrected or an
explanation should be provided.
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Review and Submit: Tier 1

Your fundedsserved explanation has been saved and will be reviewed by TRIO.

Step 4 - Critical Fields Verification Report

The Department has identified the fallowing seven (7 fields as critical in calculating project and program outcames and wants to ensure
a minimal number of "Mo Response/Unknown” entries in each field. In most cases, "Mo Responsel/Unknown” is a valid response;
however, high percentages afthese responses are natin the project's best interests. The table below lists the critical fields and the
number and percentage of padicipants with a "Mo Response/Unknown” entry in that field. Ifyou have critical fields with a high percentage
of "Mo response/Unknown”, we recammend carrecting the data offline and uploading the corrected file. You may return to to
update any fields with a "Moo ResponseiUnknown” entry.

You have 759 participant records.

Murmnber with

Field Mo. Field Name Mo ResponseilUnknown Fercent
i DB 24 records "M%
23. Enrolirment Status (at end ofthe 2014-15 acadernic year 0 records 0%

24, Academic Standing Orecords 0%

a0 Transfers 0 records 0%

3. DegreelCerificate Completed 1 records 0%

32 Date of Undergraduate DegreeiCedificate Orecords 0%

34 Persistence status {atthe beginning of 2015-16 academic year 0records 0%

Type inyour explanation in the text box below. Your explanation will be reviewed by TRIO.

To change a participant’s record, click on the Section II hyperlink to return to the Section II
Web form. Once you have made the necessary changes on this screen, click on the Review and
Submit tab to resubmit your data.

If any of the nine Critical Fields still has 10% or more unknown/no responses, you must either
continue to correct the data or provide an explanation in order to proceed with the APR

submission. You can type your explanation in the text box provided at the bottom of the screen.

Click on the “Submit Explanation and Continue’ button to proceed.
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7.5 Review and Submit — Step 5

In the next step of the Tier 1 process, you can obtain a copy of your APR and Section II data for
your records.

Review and Submit: Tier 1
Step s

Qbtain a PDF containing your project's Section | information, Cohort Comparison Repart, Funded Rate and Eligibility Status Tahle and
Current Padicipants Report, and Critical Fields Report. Also, you may download an Excel file of vour project's 2014-15 APR data
(Section II) forvour recards.

The information obtained is intended for authorized users only. Disclosure of any information obtained for any purpose other than for
authorized use can resultin criminal prosecution.

Obtain Annual Performance Report PDF

Click on to display a printahle wersion of sections | and |l and the Report on Mumber Funded to Serve and Prior
Experience Standard Ohjectives ofthe APR in PDF format. Adohe Acrobat Reader is required ta wiewe the file. To download a free copy,
go to the

Generate Excel file for Section Il - Individual Participant Data for 201413

You may obtain the data you entered in Section Il - Individual Participant File for 2014-15 inan Excel file for your records. To obtain the
data, click the "Download Data" button. Then click on the file name to openthe file or right click on it to save the file on your PC.

To obtain the data, click the "Download Data" button. Then click on the file name to open the file or right click on it to save the file on

yaurPC.

Download Data

Continue with the Review and Submit Process

Corti nue

To obtain a hard copy of the APR, click on the Display Report PDF hyperlink under the
“Obtain Annual Performance Report PDF” heading. The report will display as a PDF image.
Adobe Acrobat Reader is required in order to view the file and can be downloaded from the
Adobe site via the hyperlink on this page.

Once the PDF report displays, select “File-Print” from the menu to print the report or click on
the printer image.

To obtain an Excel file of the 2014-15 data file, click on the “Download Data” button. A blue
hyperlink file (example: P042AYYXXS9 2014-15.xlsx) will appear on the screen.

To open the file in your browser window, click on the hyperlink.
To save the file to your desktop, right click using your mouse and select the “Save Target As”

option as shown below. Select a location on your desktop (e.g., My Documents) to save the
file.
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Once you have printed a copy of the APR for your records and downloaded the Excel data
version, you can click on the “Continue’” button to proceed with the Review and Submit
process.

7.6 Review and Submit — Step 6
In this final step of Tier 1, you can submit your APR.

@ SSS Online

Federal TRIO Programs Contact Help Desk | S55 APR | 555 APR Web Site User Guide
PRAward Number: P0424100009

m m Standardized Objectives Report Review & Submit
Name of Grantee: Keene State College
Review and Submit: Tier 1
Step 6

Click on the "Submit' button to submityour 2014-15 APR. [fyou entered a confirmation e-mail address in Section |, an e-mail
confirmation ofthe APR submission will be sent.

Note: [Tyour APR data does not pass the Tier 2 datavalidations, you are given a one-week extension, but no [ater than December 4,
2015, to correct the errors and resubmit from either your initial submission date or no [ater than the deadline date, whichever cormes
first.

It applicable, instructions for resubmission will he included afteryou submit. Section | of the APR cannot be modified,

m m Standardized Objectives Report Review & Submit

Contact Help Desk | 55 APR | 585 APR Weh Site User Guide

To submit the APR, click on the “Submit” button.

7.7 Review and Submit - APR Submitted Screen

The APR is not considered complete until the participant data passes the second tier data
checks. If the checks show no further revisions are necessary or you are a new grantee, the
APR submission process is complete.
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Review and Subimit
APR Submitted

APR Successfully Submitted!

Your 2014-15 data file has passed the data quality checks oryou provided explanations. Mo additional changes to your paricipant data
file are required. Your APR will now he accepted provided you submit, a signed copy of Section |, by uploading it in the APR.

Upload Section | Signature Page

Click for a printable version of the signature page and the data reports in PDF Format. Adobhe Acrobat Reader is required to view the
file. To download a free copy, goto the

Please upload your section 1 signature page in pdf, gif, ar jpg format.

lUse the Browse button to select the file ar type the file name and directory path in the box helow.

File to Upload

Mote: vve will verify that the document you uploaded is a signed copy of Section | ofyour APR. We will contact you via email it we find any
problems with the document you uploaded,

Obtain Annual Performance Report PDF
Click on the "Generate PDF" button to generate a printable version of your APR submission in POF format,

Dovwnload Data

Generate POF

Generate Excel file for Section Il - Individual Participant Data for 2014-15
Click the "Download Data" hutton to obtain an Excel file of the individual participants records (Section || ofthe APR).

Obtain a Copy of the Appendixz: PE Formula
Please click this link to download a copy of the

If the Section II participant data does not pass the Tier 2 checks, you must revise and resubmit
your Section II. A screen similar to the one below will display:
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@ SSS Online

Federal TRIO Programs Contact Help Desk | SSS APR | SSS APR Web Site User Guide

PR/Award Number: P0424100009
Name of Grantee: Keene State College

Review and Submit
APR Submitted for Tier 1

Section Il - Individual Participant Data File (Next Step: Tier 2 Data Validation Checks)
Your APR was resubmitted on 10/09/2014.

The APR submission process includes a two-tiered submission process. You must now proceed to Tier 2 for additional processing and
werification of data records.

Please note that if you make any changes to the participant data file, the patticipant data errar report and the Tier 1 and Tier 2 data quality
reports will be re-generated. Ifthere are additional data errors, you must correct these prior to resubmitting your APR.

Clickthe "Continue" buttan to review the Match to Prior Repart and the Student Cohort Year Report and begin the Tier 2 submission
process.

Continue

Contact Help Desk | 555 APR | 555 APR Web Site User Guide

Please note that any changes to the participant data file, the participant data error report and the
Tier 1 and Tier 2 data quality reports will be run again. If there are additional data errors, you
must correct these prior to resubmitting your APR.

Click on the “Continue” button to proceed to Tier 2 and view the Match to Prior and Student
Cohort Year Reports and review further instructions for resubmission.

8 Tier 2 - Submission Verification Reports
The second tier data checks include Match to Prior report and Student Cohort Year report.

8.1 Match to Prior Report

The Match to Prior report compares the participants on the 2014-15 APR with the participants
on the 2013-14 APR to ensure that grantees have included the required participants on the 2014-
15 file. For 4-year institutions this includes all participants in the 2014-15 APR data file with
cohorts between 2009-10 and 2014-15 (new summer participants in 2013-14). For 2-year
institutions this includes all participants in the 2014-15 data file with cohorts between 2011-12
and 2014-15 (new summer participants in 2013-14).

Those participants for whom you are required to provide information and who are not included
in the 2014-15 file are displayed on the screen.

To include a participant for 2014-15, click on the individual checkbox then click on the “Update
2014-15 file” button. To add all of the participants listed on the current page click on the
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"Check All on Current Page" button. Once you have clicked on the "Check All on Current
Page", you must click on the "Update 2014-15 file" button.

Tier 2 - Subr n Yerification Reports

Match to Prior Report

This report compares the paricipants onyour 2014-15 APR with the 2013-14 data file to ensure that you have included inyour APR all
paticipants on the 2013-14 data file that fall within the required cohorts. Those participants that are notincluded on your 2014-15 APR but
were an your 201 3-14 file are displayed below.

Mismatches: Grantees sometimes find in the 2013-14 file a student wha they know is already in their 2014-18 APR. Often times, this
occurs when an eatlier year's record for a student does not match the 2014-15 record because the latter has a chanoe in S8M, date of
hirth, or first andior last name. The Department asks grantees notto change identifying data for students {name, 38N, and date aof birth)
reparted in the 201 3-14 data file, even ifthe infarmation is found ta have errors. Forthe sake of cansistency in data matching, it is not
critical if a student's record has misspellings or an inaccurate S5M as long as the information remains the same from year to year,

Ifyyou need ta recard a change to the participant's name, please use field 37, Participant Mame Change.

Flease do not add back a student listed in the 2013-14 file if you believe it will result in biro records for one student, e.g., duplicate;
ingtead, change the identifying data for the student to match the data in the 201 3-14 file.

How to restore student records to your 2014-15 APR file: To restore any padicipants listed helow toyaur 2014-15 APR file, click the hox

aligned with the student's name; then click "Update 2014-15 file " To add all ofthe students at once, click"Check All an Current Page"

hefare clicking the "Update" box. Once you have restored records to your 2014-15 APR file, please update all data fields for the student.
Frev Page 1 ¥|of3

Total participants in 2013-14 not listed in the 2014-15 submission: 53

# Farticipant Mame Student Cohort Year CheddAll on Current Fage
1 2013-14 O
2 2009-10 O
3 2012-13 O
4 2009-10 O
] 2012-13 O
G 2011-12 O
7 2009-10 O
a 2012-13 O
q 2010-11 O
10 2009-10 O
11 2013-14 O
12 2011-12 O
13 2013-14 O
14 2009-10 O
15 2012-13 O
16 2011-12 O
17 2009-10 O
18 2010-11 O
19 2010-11 O
20 2013-14 O

Update 2014-15 file

Prev Page|1 % |of3

If there is a mismatch in names, SSN and/or DOB, the following screen will be displayed.
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Section Il - Record Structure for Indnvidual Participants

Review Participant List and Data Error Report (Table View)

The following tahle lists pardicipant records with duplicate SSM. Please review the participant's data tahle and make any necessary edits.
The Farmatimvalid Data Fields calumn identifies any field that contain invalid data value errars. Afteryau caorrect or remaove the duplicate
85N recard, and click the 'Back to table view buttan, a list of ALL the paricipants inyour institution will be displayed.

= You may click the Last MName hyperlink to edit paricipant data or correct data errars.
» Youmay clickthe "#" image in Delete column to delete a participant data recard.
» You may sort by Last Mame by clicking on the column title hyperlinks,

Ifin the fitth colurmn the wards Duplicate S50 appear, you have at least twa records with the same 580, The recard that cantains a
series of numbers (e.q., 8, 149, 16, ete.) in the Invalid Formativalue Errar is the record as it appears inthe 2013-14 APR data file. The
duplicate record that does not contain any invalid formativalue errors oftentimes containg an error in the name andior DOB. First examine
the first and last name and determine ifthese records are indeed duplicates.

If the records ARE duplicates do the following:

(13 Delete the recaord that does not contain the data errar,

(2 Click on the last name of the record that containg the data errar,

(3) Correct the data error{s).

(43 Click on the button "Sawve",

(5 Click on the button "Back to Table View", and

(F) Atthe bottorm of the page click on the button "Go Back to Tier | Werification Report”

Ifyau have additional duplicate records, repeat these steps.

If the records are HOT duplicates do the following:

{13 Using your 201 3-14 APR data file, look up bhoth records and determine which recard containg an incorrect S5,
{2y Onthe weh application, click on the last name of the recard that contains the incarrect 35K,

{3 Correctthe S8R (field #33, however, ifyau are not certain about the S50 yau can leave it blank,

(4) Correct any data error(s), if applicable,

(8) Click on the button "Save",

{63 Click an the hutton "Back to Table Wiew"

(71 Atthe bottorm ofthe page, click on the button "Go Back to Tier Il Yerification Repor”

Ifyou have additional duplicate records, repeat these steps.

—
-]

Table View - Total Humber of Participants (with duplicate SSH): 10

First Mame S5N - Delete
Duplicate S5M 232 x
Duplicate S5M x
Duplicate S5M 459 .o
Duplicate S5M x
Duplicate S5M .o
Duplicate S5M 5402 .o
Duplicate S5M 615 x
Duplicate S5 .o
Duplicate S5M .o
Duplicate S5M 703 x
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@ SSS Online

Federal TRIO Programs Contact Help Desk | 555 APR | S5S APR Web Site User Guide

PRiAward Number: PO424100009
Mame of Grantee: HKeene State College

Tier 2 - Submission VYerification Reports

Match to Prior Report
Theweh application runs this reportt which campares the padicipants on the 2014-15 APR data file with those on the 2013-14 data file to
ensure that you have included all participants on the 2014-151ile. Your 2014-15 data file has passed this data verification. Please click
"Continue."

Continue

Contact Help Desk | 555 APR | 555 APR Web Site User Guide

8.2 Student Cohort Year Report

This report compares the data provided in field #21 (Student Cohort Year) of both your 2014-15
and 2013-14 APR data your project submitted. Those participants on the 2014-15 data file
whose student cohort year (field #21) is different from the 2013-14 data are displayed on the
screen. Please note that once the cohort year has been established you are not allowed to change
it.

Tier 2 - Submission Verification Reports

Student Cohort Year report

After adding and updating any student records required on the Match to Prior Report, grantees will see the Student Cohort Year Report,
which compares data on cohortyears {field #21) between your 2014-15 APR and 2013-14 file. Wyour project's 2014-15 cohort year data
differs from that ofthe 2013-14 file, the affected paticipants and the two different cohorts far each will appear helaw,

For your 2014-15 APR, please accept the cohort(s) in the column, “Student Cohort Year in Your 2013-14 APR." Note that the
Department will not be accepting any changes to cohort years as these cohorts have already been verified by your project either
during the Tier 1A Student Record Verification Process or through your previous APR data submission. If you believe that there was
a data entry error, please email the Help Desk.

How to accept cohorts from the 2013-14 records: To change your 2014-14 APR's cohort for the paricipant(s) listed below, click the box
aligned with the student's name; then click "Update Student CohortYear on 2014-15file” To change all ofthe students' cohorts listed on
the page, click"Check All an Current Page" before clicking the "Update” bax, The system will then automatically update the paticipant's
record in your file to match that of the 2013-14 records.

Page 1 of1
Total students on the 2014-15 data file whose Student Cohort Year is different from that 2013-14 records: 1

- Student Cohort Yearin - Student Cohort Year in
# Padicipant Mame Yaur 201514 APR our 2014-15 APR Chede All on Current Page

1 2012-13 2011-12 O
Update Student Cohor “rear on your 201415 file

Page 1 af 1
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If all participants' student cohort year data (field #21) on your 2014-15 data file matches the
2013-14 data file, no Cohort Year Report is produced. A screen such as the one below will
display:

@ $SS Online

Federal TRID Pragrams Contact Help Desk | $5S APR | SSS APR Web Site User Guide

PR/Award Number: P0424100009
Name of Grantee:  Keene State College

Tier 2 - Submission Verification Reports

Student Cohaort Year report

The Web application runs this report after you add and update any student records required by the Match to Prior Report; these students
then became part ofthe 2014-151le. The Student Cohort Year Report compares the data provided in field #21 (student cohart year) of the
2014-15 APR data file with the 2013-14 data file to ensure consistent reporting of participants' student cohart vears. Al patticipants'
student cohort year data (field #213 onyour 2014-15 data file matched the 2013-14 data file; thus, no Cohart Year Repartwas generated

Please click "Continue."

Contact Help Desk | $55 APR | 555 APR Web Site User Guide

Click on the “Continue” button to proceed to the next step.

8.3 Cohort Comparison Report (Tier 2)

Once all the participants have been included in the MTP file or the cohort year has been
updated, you will continue to the Tier 2 Cohort Comparison report. At this point, the system
will run all reports again and will include any updates or revisions made resulting from the Tier
2 changes.
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@ SSS Online

Federal TRIO Programs Contact Help Desk | SSS APR | S55 APR Weh Site User Guide

PR/Award Number: P0424100009
Name of Grantee: Keene State College

Tier 2 - Submission Yerification Reports

Tier 2 - Cohort Comparison Report

Comparison of Paricipants in Your 2014-15 APR Data File Submission
vs. the 2013-14 File by Cohort Year
(4-Year Institution)

MNumber of Participants MNumber of Participants

CohortYear inYour 2014-15 AFR Data File inyour 2013-14 APR Data File
2008-10 115 115
2010-11 BT BY
201112 ] a6
201213 a7 a7
201314 73 73

Total 468 468

Additional Information Regarding Your 2014-15 APR Data File Submission

Mumber of participants priorto the 2008-10 cohort=10
Mumber of Mew Paticipants =0

Murnber of Mew Summer Paticipants =0

Mumber of patticipants where cohort year is "Mot Applicahle” (field 21, option 99) =1

Cortirue

Contact Help Desk | 555 APR | 555 APR Web Site User Guide

8.4 Funded Rate and Eligibility Status Report (Tier 2)

Funded Rate report displays the number of participants your institution was funded to serve, the
number of current students included on your file, and your funded-to-serve rate. Also displayed
is the list of current participants included on your file. Current participants are those
participants who have been coded as 1, 2, 8 or 9 in the Participant Status Code field (field 22).
The total number of current participants should be equal to or close to the number your
institution has been funded to serve.

The report compares the number of current year participant records on the data file with - the
number of participants the grantee was approved to serve in 2013-14, the number and percent of
participants who are first-generation and low-income, and the number and percent of
participants who are disabled and disabled and low-income.
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If your funded rate falls below 100%, you will be asked to review the data file to determine if
you correctly updated the participant status field and/or included records for all participants
served in 2014-15. If you determine that the data file is correct, you will be asked to provide an
explanation for the high or low funded rate.

The information provided in the section “2/3 Eligibility Requirement: First-generation and
low-income, and/or students w/disabilities including students with disabilities who are also
low-income” is based on the project meeting the two-thirds eligibility requirement (i.e., 66% or
greater). To determine whether your project met this requirement, the column: “Number first-
generation and low-income, and/or disabled including disabled who are also low-income” was
divided by the column: “Number of Current Participants Served.”

The information provided in the section “1/3 Eligibility Requirement: Disabled students
w/disabilities who are low-income” is based on the project meeting the one-third disabled and
low-income requirement (i.e., 33% or greater). This requirement is only applicable for projects
that served disabled students; therefore, if any disabled students were served at least one-third
must also be low-income. To determine whether your project met this requirement, the column:
“Number of students w/disabilities who are also low-income” was divided by the column:
“Number of students w/disabilities (including disabled and low-income)”.

If your project did not meet the requirements mentioned above, please verify that the participant
and eligibility status codes for each current participant for whom you provided information are
correct. Your "current participants", are coded in field 22 asa 1, 2, 8, or 9.

To change the status of a participant, click on the Participant’s Name hyperlink to return to the
Section II Web form (shown below) and update the Participant Status Code (field 22).
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Tier 2 - Submission Verification Report

Tier 2-Funded Rate and Eligibility Status Tahle and Current Participants Report
2014-15 Funded Rate and Eligibility Table
The table below provides infarmation on the: {a) number and percent of participants funded to serve and served and (h) number and
percent of paricipants served who were low-income and first-generation, students with disahilities {including disabled students who

were also low income), and ifapplicable, () number and percent of all disabled students who were also low-income. As noted below, the
one-third eligibility reguirerment only applies ifthe project served at least one disabled student.

The infarmation pravided in the section “Mumber of Participants Funded to Serve & Served” iz based on sening atleast as many
participants i.e., 100%) were served as the project was funded to serve.

The infarmation pravided in the section “2/3 Eligibility Requirement: First-generation and low-income, andior students widisabilities
including students with disabilities who are also low-income” is based on the project meeting the two-thirds eligibility requirement {i.e.,
BE% or greater). To determine whether your project met this requirement, the column: "Mumber first-generation and low-income, andfar
dizabled including disabled wha are also low-income" was divided by the column: "Mumber of Current Participants Served.”

The infarmation pravided in the section “1/3 Eligibility Requirement: Disabled students widisabilities who are low-income” is based an
the project meeting the ane-third disabled and low-income reguirement {.e., 33% or greater). This requirement is only applicable for
projects that served disabled students; therefore, if any disahled students were served at least ane-third must also he low-income. Ta
determine whether your project met this requirement, the column; "Mumber of students widisahilities who are also low-income"was
divided by the colurmn: "Mumber of students widisabilities {ncluding disabled and low-incarme)”

Please review the infarmation contained in the table below. [fyour praject did nat meet the requirements mentioned abave, please verify
thatthe paricipant and eligibility status codes for each current participant for whom you pravided information are correct. Your "current
participants”, are coded infield 22 as a1, 2,8, or 4.

Funded Rate and Eligibility Status Table
213 Eligibility Requirement: First-
Mumber of Participants Fundedto | deferation andlow income, 45 gty Requirement: Disabled students
Serve & Served . y [—— w/disabilities who are low-income*
including students with disabilities
who are also low-income

Mumber of first

Murmber of ti a1 Mumber of Mumber of
Mumber (UDLnrr:r:tU Parcent geir:]nacroan:?gn ::droorw- 2i3 students students 143
Funded Parficipants Sorved disabledlincluding Eligibility widisahilities weidisahilities who | Eligibility
to Serve Sered disabled who are also FPercent | {including disahled are also low- FPercent
. and low-income) income
low-income
275 264 96% 213 1% 51 26 51%

*The requirement only applies if 3t least one dizabled studert was served. If no disabled studants were served, then the requirement does not apply.

2014-15 Current Participants and Eligibility Status Report

The repart helow provides a list of vour new, continuing, and new {summer onld participants (1, 2, 8, or 9) along with the padicipant's
eligibility status and student's cohortyear.

» Your current paricipants are derived fram field #22, Participant Status, and are coded as follows:
1 = Mew participant {far this reporting period; part of the 2014-15 cohor)
2 = Continuing paticipant
o= Mew Summer paricipant—Earned College Credits (2014 summer session only; part of 2015-16 cohort)
9= Mew Summer padicipant—Did not Earn College Credits (2015 summer session only; part of 2015-16 cohor)

= The eligibility status codes are derived from field #15 and are:
1 = Low-Income and First-Generation,
2=Low Income Only,
3 =First-Generation Only,
4 = Disahled, and
5=Disabled and Low Income.
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& The student's cohort year codes are derived from field #21 and are:
1 = Other{priorto 2005-08)
7 =2005-06
8= 2006-07
9=2007-08
10=2008-09
11 =2008-10
12=2010-11
13=2011-12
14=2012-13
18=2013-14
16=2014-15
17 =2019-16
499 = Mot applicable, {not part of any cohorts listed abowve)

Flease review the information carefully and

verify the paricipant and eligibility status codes are correct.

verify that all students reparted as current participants (1, 2, 8, or 9 were actually served during this reporing period.
wverify that you correctly updated the participant status field for all participants served in a previous reparting period.
provide an explanation ifyou did not meet the number of padicipants funded to serve.

ghgh

Prev Page|l

¥lof14

Prev Page|1 % |of14

Current Participants and Eligibility Status Report for 2014-15 (Participant Status=1,2, 8, or 9)

Participant's Name Participant Status Eligihility Status Cohort Year
1 2 = Continuing participant 2= Low Incame Only 15=2013-14
2 2= Continuing participant 3= First-Generation Only 14=2012-13
3 2 = Continuing participant 1= Low-Income and First-Generation 16=2013-14
4 2 = Continuing participant 1 =Low-Income and First-Genearation 15=2013-14
a 2 = Continuing participant 1= Low-Income and First-Generation 14=2012-13
3} 2 = Continuing participant 1= Low-Income and First-Genearation 13=2011-12
7 2= Continuing participant 1= Low-Income and First-Genaration 14=2012-13
g 2 = Continuing participant 1= Low-Income and First-Generation 14=2012-13
9 2 = Continuing participant 3= First-Generation Only 14=2012-13
10 2 = Continuing participant 1 = Low-Income and FirstGeneration 15=2013-14
ih 2 = Continuing participant 1= Low-Income and First-Genearation 13=2011-12
12 2 = Continuing participant 2=Low Incame Only 15=2013-14
13 2 = Continuing participant 1= Low-Income and First-Generation 14=2012-13
14 2 = Continuing paricipant 1= Low-Income and First-Generation 13=2011-12
15 2 = Continuing participant 4 = Disahled 14=2012-13
16 2 = Continuing participant 1= Low-Income and First-Genearation 15=2013-14
17 2 = Continuing participant 2=Low Incame Only 14=2012-13
18 2 = Continuing participant 1= Low-Income and First-Generation 13=2011-12
14 2 = Continuing participant 2=Low Incaome Only 13=2011-12
20 2 = Continuing participant 1 = Low-Income and FirstGeneration 15=2013-14

There are some circumstances inwhich a grantee may have a calculated funded rate autside the established range. In these situations,
wou must provide an explanation for the large discrepancy between the funded number and the number served. Type your explanation in
the text box below firmit 1,000 characters and spaces).
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If the rate does not fall within the established threshold, you will need to verify the participant
status code for each of your participants.

If the rate is low, this may indicate that not all participants have been included on the file or that
some participants have been misreported as prior participants.

If the rate is high, this may indicate that some participants have been misreported as current
participants.

To change the status of a participant, click on the Last Name hyperlink to return to the Section
IT Web form and update the Participant Status Code (field 22) and any other fields as necessary.

Personal Tab Enrollment Tab '?;::;?;‘:L‘::E:grﬁf Financial Aid Tab
Fields 1-15 Fields 16-23 il Fields 35-37
Fields 24-34

gg::cipant Hame: Eiir Bisaisitar ITacIlLrAt:d
16. Academic Meed: 2 = Low admission test scores ~|Q

17, FirstEnroll Date; | 08/26/2013 amoDiccrn @

18. Date of First Service: 100772013 (MMDDICCY Y Q

19. College Grade Level
(Entry into project):

20. Enraliment Status:

1 =1st ¥r, never attended ~| @

{in acadermic vear first 1 = Full-time(at least 24 crdt hrs or 36 clck hrs in an acad yr) ~| @
sarvad)

21. Paricipant Cohort _

Sear 15 = 2013-14 v|Q

22, Participant Status: 2 = Continuing participant v @

23. Enroliment Status:
{atend of 2014-15 1 = Ful-time(at least 24 crdt hrs or 36 clck hrs in an acad yr) ~|O
academic year)

Sawe | Delate Reset | Badito Funded/Senred |
Click "Save" hefare maoving to another participant recaord.

== Prev StudentData |1 V| of 264

Once you have made the necessary changes on this screen, click on the “Back to
Funded/Served” button to return to the Tier 2 Funded Served Report.

Click on the “Continue” button to proceed to the Tier 2 Critical Fields Verification Report.

Click on the “Submit Explanation and Continue” button to proceed to the Tier 2 Critical
Fields Verification Report for Tier 2.
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8.5 Critical Fields Report (Tier 2)

The Critical Fields report provides a percentage of participant records with “unknown/no
response” for seven data fields that have been determined as critical for analyzing project and
program outcomes. Since an “unknown/no response” does not provide usable information for
data analysis, we ask that you review fields for which 10% or more of the records have
“unknown/no response” and either correct (or update) the data or provide an explanation as to
why the data are not available.

If an explanation was entered on the Funded Rate Report, it will be noted on the screen under
the “Tier 2- Funded Rate Report” heading. Otherwise, the number of students funded to serve,
the number of current students reported, and the funded-to-serve rate will be displayed.

Tier 2 - Submission Verification Reports

Tier 2 - Critical Fields Verification Report

The Department has identified the fallowing seven (7) fields as critical in calculating project and program outcomes and wants to ensure
a minimal number of"Mo Response/Unknown" entries in each field. In most cases, "Mo ResponsefUnknown” is avalid response;
however, high percentages of these responses are nat in the project's bestinterests. The table below lists the critical fields and the
number and percentage of padicipants with a "Mo ResponselUnknown” entry in that field. Ifyou have critical fields with & high percentage
of "Ma respansefUnknawn”, we recommend carrecting the data offine and uploading the correctad file. You may return to ta
update any fields with 2 "Mo Responseiinkno ” entry.

You have 469 participant records.

Mumbier with
Field Mo.  Field Mame Mo ResponseflUnknown Fercent
T Dol 0 records 0%
23 Enroliment Status (at end ofthe 2014-15 academic year) 0 records 0%
24, Academic Standing 0 records 0%
0. Transfers 0 records 0%
31 Degree/Certificate Completed 0 records 0%
32 Diate of Undergraduate Degree/Cerificate 0 records 0%
34 Fersistence status {atthe beginning of 2015-16 academic yean 0 records 0%

If the file contains at least one critical field with 10% or greater of “unknown/no response”, an
explanation box will be displayed on the screen indicating that you must either correct the
response or provide an explanation as shown below.
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Tier 2 - Submission Verification Reports

Your fundediserved explanation has been saved and will be reviewed by TRIO.

Tier 2 - Critical Fields Verification Report

The Department has identified the fallowing seven (7} fields as critical in calculating project and program outcomes and wants to ensure
a minimal number of "Na Response/Unknown” entries in each field. In most cases, "Mo Response/Unknown" is a valid response;
however, high percentages ofthese responses are not inthe project's best interests. The table below lists the critical fields and the
number and percentage of participants with 3 "Mo Respanse/Unknown® entry in that figld. Ifyau have critical fields with a high percentage
of"Mo response/Unknon”, we recomrmend correcting the data offine and uploading the corrected file. You may returm to to
update any fields with a"Mo Response/Unknown" entry.

You have 739 participant records.

Mumber with

Field Mo, Field Mame Mo ResponselUnknown Percent
7. DoB 0 records 0%

23. Enrallment Status (at end ofthe 2014-15 academic year) 0 records 0%

24, Academic Standing 0 records 0%

30. Transfers 111 records 15%
3. DegreefCertificate Completed 1 records 0%

32 Date of Undergraduate Degree/Certificate 0 records 0%

34, Persistence status (atthe beginning of 2015-16 academic year) 0 records 0%

Type inyour explanation in the text box below. Your explanation will be reviewed by TRIO.

CEWVECY

Cortinue

To change a participant’s data, click on the Section II hyperlink to return to the Section II Web
form.

You have the option of changing the data by using the Last Name hyperlink for each participant
listed. You can also click on the “Download Participant Data” button to download the file and
edit offline. Once the changes have been made, you can upload the file using the “Upload File”
button. See Section 6.1.2 for further instructions on how to download a file and Section 6.1.3
for instructions on how to upload a file.

Once you have made the necessary changes, either online or by editing offline, return to the
Tier 2 reports by clicking on the “Go back to Tier 2” button. The following screen displays:
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@ SSS Online

Federal TRIO Programs Contact Help Desk | $5S APR | $SS APR Web Site User Guide

PR/Award Number: P042A100009
Name of Grantee: Keene State College

Review and Submit
APR Submitted for Tier 1

Section Il - Individual Participant Data File (Next Step: Tier 2 Data Validation Checks)
Your APR was resubmitted on 100872015,

The APR submission process includes a twn-tiered submission pracess. You must now praceed to Tier 2 for additional pracessing and
werification of data records

Flease note that if you make any changes to the paricipant data file, the participant data error repart and the Tier 1 and Tier 2 data quality
reports will be re-generated. Ifthere are additional data errors, you must correct these prior to resubmitting your APR.

Click the "Continue" button fo review the Match to Prior Repart and the Student Cohart Year Report and hegin the Tier 2 submission
process.

Continue

Contact Help Desk | 555 APR | 555 APR Weh Site User Guide

Click on the “Continue” button to proceed through the data quality checks. For each screen,
you must do one of the following before proceeding to the next screen: (a) meet the established
threshold; (b) update or revise participant data to meet the requirements; or (c) provide an
explanation as to why your file does not meet the established threshold.

The following screen displays when the APR is successfully submitted:
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Review and Submit
APR. Submitted

APR Successfully Submitted!

Your 2014-15 data file has passed the data quality checks aryou provided explanations. Mo additional changes to yvour padicipant data
file are required. Your APR will now be accepted provided you submit, 2 signed copy of Section |, by uploading itin the APR.

Upload Section | Signature Page

Click for a printable version of the signature page and the data reports in PDF Format. Adobe Acrobat Reader is required to view the
file. To download a free copy, go to the

Fleaze upload your section 1 signature page in pdf, gif, or jpg farmat,

Use the Browse button to selectthe file ortype the file name and directary path in the box below.

File o Upload

Note: Ve will verify that the document you uploaded is a signed copy of Section | ofyour APR. We will contact you via email ifwe find any
problems with the document you uploaded,

Obtain Annual Performance Report PDF
Click onthe "Generate PDF" button to generate a printable version ofyour APR subrmission in PDF farmat,

Generata POF

Generate Excel file for Section Il - Individual Participant Data for 201415
Click the "Diownload Data" hutton to obtain an Excel file of the individual participants records (Section Il of the APR).

Download Data

Obtain a Copy of the Appendix: PE Formula
Please click this link to download a copy of the

The APR has been successfully submitted. No additional revisions are required. An e-mail is
sent to the project director and, if provided, to the data entry person entered on Section I.

To view the hard copy of the APR, including the Section I signature page, click on the
hyperlink “P042AYYXXS9 2014-15 final.pdf’. The APR will display as a PDF.

Adobe Acrobat Reader is required to view PDF files and can be downloaded from the Adobe
site via the hyperlink on this page. Once the PDF is displayed, select “File-Print” from the
menu to print the report or click on the printer image.

To download an Excel version of the 2014-15 data file, click on the “Download Data” button.
A blue hyperlink file (example: P042AYYXXS9 2014-15 final.xlsx) will appear on the screen.
To open the file in your browser window, click on the hyperlink.
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To save the file to your desktop, right click using your mouse and select the “Save Target As”
option. Select a location on your desktop (e.g., My Documents) to save the file.

Upload Section I signature page:

Click on the ‘here’ hyperlink for a printable version of the signature page of Section 1. After
you have obtained the signatures, please upload this page in the APR site. TRIO help desk will
verify that the document you uploaded is a signed copy of Section I of your APR and will
contact you via email if there are any problems with the document you uploaded.

Click on the “Log Out” button to end the session and return to the SSS home page. No further
revisions to your file can be made.

8.6 Prior Experience (PE) Points Report (pdf)

After you successfully submit your APR, the system will generate a report that shows the Prior
Experience (PE) points earned for the 2014-15 reporting (assessment year). Your PE points are
calculated using the student-level data you submit via the online system for reporting period
2014-15 and are based on your project’s approved objectives. The Department will not accept
any changes to the project’s 2014-15 data once you have completed the submissions of your
2014-15 APR. The report is shown below:
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U.S Department of Education
Office of Postsecondary Education/Federal TRIO Programs
Student Support Services (SSS) Program
Standard Objectives Report
2014-15 Reporting Year

PR/Award Number: P042A100009
Grantee: Keene State College
State: NH

Sector: Public 4-Year

First Funded in FY 2010: No

Introduction

The results for the standard objectives for the 2014-15 reporting vear are provided solely for informational
purposes and are not used to determine a project’s prior experience points. In addition, the report can be used by
projects as a tool to continue to monitor their performance. The results below were based on serving the approved
number of students and meeting or exceeding the project’s approved objectives. The Department calculated the
standard objectives using student-level data as reported in the project’s 2014-15 annual performance report (APR).
For a summary of policies and procedures for assessing a project’s standard objectives and the formulae for
calculating standard objectives, please see the Appendix which 1s located on the TRIO web site.

The Department will not accept any changes to the project’s 2014-15 APR data after the APR 1s submutted.

No results will be calculated for a project that served less than 90 percent of the number of students the project was
funded to serve in 2014-15 (refer to Funded Number in table below).

Results for projects who did not submit an APR for the attainment (degree) criteria are not provided because a
project must have submuitted an APR for the year in which the cohort was established.

2014-15 Summary Results for the Standard Objectives
(P042A100009)
Maximum Standard
Score Approved Actual Objectives
Criteria Allowed Rate Attained Rate Scores
Persistence 4 75% T4% 0
Good Academic
4 85% 96% 4
Standing ° ’
3
Bachelor’s 4 55% 69% 4
Degree
Number of Number of Percent
Participants Funded Participants Served
Funded Number 3 to Serve Served erv 3
160 161 100%
Total Scores 15 11
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PR/Award Number: P042A 100009
Grantee: Keene State College
State: NH

Sector: Public 4-Year

First Funded in FY 2010: No

Funded Number

The Funded Number Criterion is based on the project having served the approved funded number of participants.
To attain a score, the actual number served must be equal to or greater than the number of participants the project
was funded to serve. For a detailed description on how this criterion was calculated, please see the Appendix,
under “How is the Funded Number Criterion Calculated?”

2014-15 Results for the Funded Number Criterion

Number of Participants Funded to Number of Participants Percent Standard Objective
Serve Served Served Score
160 161 100% 3
Persistence

The Persistence Rate for a 4-year institution 1s defined as the percentage of all participants served by the SSS
project in the reporting year who enroll at the grantee instifution in the fall term of the next academic year or
graduate with a bachelor's degree during the reporting year.

The Persistence Rate for a 2-year institutions is the percentage of all participants served in the reporting year who
enroll at the grantee mstitution in the fall term of the next acadenuc year or graduate with an associate’s degree or
receive a certificate and/or transfer from a 2-year to a 4-year instifution by the fall term of the next academic year
For a detailed description on how the rate was calculated, please see the Appendix, under “How is the Persistence
Rare Calculated?”

Note: The Actual Persistence Rate 1s calculated based on the greater of the number of participants funded to serve
or the number of participants served.

2014-15 Results for the Persistence Objective

Number of Number of Approved Actual Standard
Participants Participants Number Persistence Persistence Objective
Funded to Serve Served Persisted Objective Rate Score
160 161 119 75% 4% 0
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PR/Award Number: PO42A 100009
Grantee: Keene State College
State: NH

Sector: Public 4-Year

First Funded in FY 2010: No

Good Academic Standing (GAS)

Good Academic Standing (GAS) 15 defined as the percentage of participants served by the SSS project who met
the performance level required to stay in good academic standing at the grantee mstitution. For a detailed
description on how the rate was calculated, please see the Appendix, under “How is the Good Academic
Standing Rate Calculafed?”

Nuote: The Good Academic Standing Rate is calculated based on the greater of the number of participants funded
to serve or the number of participants served minus any new summer participants served by the project that did not
earn college credit. If applicable to your project, the Numbers of Participants Funded to Serve and the Number of
Participants Served shown in the table below do not include the new summer participants that did not earn college
credit.

2014-15 Results for the Good Academic Standing (GAS) Objective

Number of
Participants Funded Number of Number in | Approved GAS Actual Standard
to Serve Participants Served GAS Objective GAS Rate | Objective Score
160 161 154 85% 96% 4

Bachelor’s Degree Attainment (4-year institutions)

Bachelor’s degree attainment is defined as the percentage of new participants served in the Cohort Year who
graduate with a bachelor’s degree within six reporting vears. For a detailed description on how the rate was
calculated, please see the Appendix, under “How is the Bachelor’s Degree Attainment Rate Calculated?”

Note: If your project was first funded in 2010-11, the project 15 not eligible to earn PE points for this criterion.

2014-15 Results for the Bachelor’s Degree Attainment Objective

Number of
Number of Participants Approved Actual Bachelor’s Standard
Cohort | Participantsin | Attaining Bachelor’s Bachelor’s Degree Objective
Year Cohort Degree Degree Objective | Attainment Rate Score
2009-10 115 79 55% 69% 4
|
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